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neog 0DOIWY 3 LNNYs.

sn@aoon . (Input Unit)

[nFdmeon g (Out put Unit)

§eoT, :do:‘ﬁdwa 833 (Central Processing Unit)

1. snsbmeon e, (Input Unit)

STRIE  ReeBoDOZNRL  DPT, mEINYoT wdiﬁ
ARWS STEeBNIR, 303, TP, 2.8, ﬁaciﬁ
390w 88, ©¥T FOBINTR, ACBLTONZY
snmdaeon Fed(Input Unit) 20t 35030STe.
EnshTeon s,

1) 89068 2) IPFF, 3) 2.8, 4) WOITFAF 5)
%&3‘5‘3.&%. 6) gz_-,j aeg{ﬁ 7 e:sa'i_ﬁe:‘ T[WRFF HeFHS
W3 (OMR) 8) S8 ®OYD MDD BGHI
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QW0 Fomen NEToNCE, WTT, NUSFA

303ReLTNIT. W00 Fedaon TTHeD Hed
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BT ST 3rmsm mps  (Optical Mark
Recognition) 2 SnR@TooR XFT[ONTY
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TodeDRLD WP,
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Recognition) <t Srishmeon mEEmen), wgdﬁ#
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WYRITT. .
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[IroFodTeL wETe TRNORD  WIERITC.
ZPx* (Mouse)- TOTiad shes 82FO odad,
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2. anesbmeon Fww (Out put Unit)
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ArTTeons mEINY:, 1) JWoT  (Monitor)
2) Snge ohog, (Printer) 3) mpwo*  ( Plotter)
4) cgaaquﬁ ( Speaker)

=Sd (Manitor)
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2. 0% nrd3/ e Puisne (The Arthmetic/ Logic
Unit)

3. :ide@ o Sesdor puEnsh ( Memory And Storage)
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3. BewTwe Tegmnel (Storage Devices )
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2) SeexT(ROM)

1. o3& (RAM-Random Access Memory )
[BROTH WIT  wgm ﬁrﬁﬁ TRPWE T
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ToNR TOBT QTR ARBIND D wIINAW
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weEMmN SP&Io 2 XOTBTRNLIB.NEeBcHoZ
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2. Znes® (ROM-Read Only Memory )
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AOFFRCOTNED BOMTEONTTS.

QSeodw Bewsweorn.
¢ TTEERN GIR0TIW, NOTALD 30D X 8 Ry
WYIIRHED.

o QTT TEINSTS, 1) B.2.8. 2) 2.8. 3) c.AF D
EiRRE'T 4) TRIAT, 5) TEF @,E.ja‘ 6)
BB 7) X2 worF

1 :L.a se*s (Memory Card)

. m&oéojaedaé RRLY* TRITY RoNmDT ‘a@ﬂ@?ﬁi
VRS MWHIBY WIHLIDW. YVT:~ NEBOROS,
R0, BRPONEY wIRTO.

2. =Ra8x- (Floppy Disks)

¢  BBROTD oDIRO S0P 3e00mD WGTTONT,
YYNYY TG MOZH BRESODT, TOTRWIDTIND,
28 ARYNY w¥d agTNG.

3. a’as‘géa‘ (Pen Drive)

¢ OZ ILSOHI), Lo NEEFOROZROT BHROTW
MeoBodoZE, WOTON [MOF LIWITRT 20w
38 SeTme TGFHIONT.

4. 2.8 (CompactDisc)-

o [R0OR G FONRID), FRBW DX TDITL

WIRRTHED, g{&m T3, GO, 930 |WO FOTY
BeOTBON WYICODET, DeTF WJHODION
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DD IWONG.

5. @a.2.2 (Digital Versatile Disc)-

¢ TREBQ BIDZTR BRT ST x@& L RATRITR,
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DIRBLTOMW.

6. T &a‘ (Hard Drive)-

¢+ JOTY [RLICDR, BRVLY TRITY FeLom

DIBL B,

1 abdﬁge ﬁoméuo‘ (Micro Computers)
2. D) OTRWT® (mini computers )
3. RRJTT sometdTt (super Computers)




WeT* P gozeuc® (Main Frame Computer)
hyéas BomALCT (Micro Computer)

303 BYIIAR 43 Tonn B, TTETON
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FOTRBUNON TwRedd JINRATT FaJ
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B Soméaacf (Mini computer)-
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BOTRET TN,
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RRTTT soMRMC® (super Computers)
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WY T e (WWW- World Wlde Web)
g-502 (E-Mail)

goXRWT’ UL (Chatting),

=3 (News)

333 IeF=s e (File Tranfer Protocol)
¥8ron Koried Xess (Instant Messaging)

2 R 0 (WWW- World Wide Web)
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Wondwos OS shortcut keys

Fi: Help

CTRL+ESC: Open Start menu :

ALT+TAB: Switch between open
programs

ALT+F4: Quit program

SHIFT+DELETE: Delete item permanently

Windows Logo+L: Lock the computer (without

using

CTRL+ALT+DELETE) Windows program key
- combinations

CTRL+C: Copy

CTRL+X Cut

CTRL+V: Paste

CTRL+Z: Bold

CTRL+U: Underline

CTRL+l: Italic

Mouse click’keyboard modifier combinations -
for shell objects

SHIFT+rightclick:  Displays a shortcut menu conta
ining altemative commands
Runs the alternate default
command (the second item
on the menu)
- Displays properties
Deletes an item immediately
without placing it in the
Recycle Bin

SHIFT+double click:

ALT+double click:
SHIFT+DELETE:

General keyboa.rd-only commands

i Starts Windows Help
F10: Activates menu bar options
SHIFT+F10 Opens a shortcut menu for the
selected item (this is the same
/ as right-clicking an object)
CTRL+ESC: Opens the Start menu (use the
ARROW keys to select an item)
CTRL+ESCorESC: Select the Start button (press
r TAB to select the taskbar, or

press SHIFT+F10 for a context
menu)
CTRL+SHIFT+HESC:  Opens Windows Task Manager

ALT+DOWN ARROW: Opens a drop-down list box

B T T




ALT+TAB:

SHIFT:

ALT+SPACE:

ALT+-(ALT+hyphen):

CTRL+TAB:

ALT+underlined
letter in menu:
ALT+F4:
CTRL+F4:

ALT+F6:

~ window)Shell

F2:

Fa:

CTRL+X:
CTRL+C:
CTRL+V:
SHIFT+DELETE:

Switch to another running
program (hold down the ALT key
and then press the TAB key to
view the task-switching window)
Press and hold down the SHIFT
key while you insert a CD-ROM
to bypass the automatic-run
feature

Displays the main window’s
System menu (from the System
menu, you can restore, move,
resize, minimize, maximize, or
close the window)

Displays the Multiple Document
Interface (MDI) child window's
System menu (from the MDI child
window’s System menu, you can
restore, move, resize, minimize,
maximize, or close the child
window)

Switch to the next child window |
, of a Multiple Document Interface

(MDI) program

Opens the menu

Closes the current window
Closes the current Multiple
Document Interface (MDI)
window

Switch between miultiple windows
in the same programme (for
example, when the Notepad Find
dialog box is displayed, ALT+F6
switches between the Find dialog
box and the main Notepad
objects and
general folder/Windows Explorer
shortcuts For a selected object:
Rename object

Find all file

Cut '

- Copy

Paste

Delete selection immediately,

ALT+ENTER:

To copy a file:

To create a shortcut:

without moving the item to the
Recycle Bin :

Open the properties for the
selected object

Press and hold down the CTRL
key while you drag the file to
another folder. .
Press and hold down
CTRL+SHIFT while you drag a
file to the desktop or a folder.

General folder/shortcut control

F4:

F5:
F6:

CTRL+G:
CTRL+Z: .
CTRL+A:
BACKSPACE:

SHIFT+click+
Close button:

Selects the Go To A Different
Folder box and moves down the
entries in the box (if the toolbar
is active in Windows Explorer)
Refreshes the current window.
Moves among panes in Windows
Explorer :

Opens the Go To Folder tool (in
Windows 95 Windows Explorer
only) _ '
Undo the last command

Select all the items in the current
window

Switch to the parent folder

For folders, close the current
folder plus all parent folders

Windows Explorer tree control

Numeric Keypad *:
Numeric Keypad +:

Numeric Keypad -:
RIGHT ARROW:

LEFT ARROW:

Expands everything under the
current selection

Expands the current selection
Collapses the current selection.
Expands the current selection if
it is not expanded, otherwise
goes to the first child

Collapses the current selection
if it is expanded, otherwise goes
to the parent :

Properties control

¢+ CTRL+TAB/CTRL+SHIFT+TAB: Move through
the property tabs

¢ Accessibility shortcuts
Press SHIFT five times: Toggles StickyKeys on



and off

Press down and hold the right SHIFT key for
eight seconds: Toggles FilterKeys on and off
Press down and hold the NUM LOCK key for
five seconds: Toggles Toggle Keys on and off
Left ALT+left SHIFT+NUM LOCK: Toggles
Mouse Keys on and off

Left ALT+left SHIFT+PRINT SCREEN: Toggfas
high contrast on and off

* ¢ S S S > o o

* <

Microsoft Natural Keyboard keys

Windows Logo: Start menu

Windows Logo+R: Run dialog box

Windows Logo+M: Minimize all
SHIFT+Windows Logo+M: Undo minimize all
Windows Logo+F1: Help

Windows Logo+E: Windows Explorer
Windows Logo+F: Find files or folders
Windows Logo+D: Minimizes all open windows
and displays the desktop :
CTRL+Windows Logo+F: Find computer
CTRL+Windows Logo+TAB: Moves focus from
Start, to the Quick Launch toolbar, to the system
tray (use RIGHT ARROW or LEFT ARROW to
move focus to items on the Quick Launch
toolbar and the system tray)

Windows Logo+TAB: Cycle through taskbar
buttons '

Windows Logo+Break: System Properties
dialog box

Application key: Displays a shortcut menu for
the selected item

Microsoft

INTRODUCTION TO NEW FILE-NAME E’(TENSIONS

¢
*

What are the new file name extensions?
Documents, templates, worksheets, and
presentations that you create in the 2007 Office
release are saved with new file-name
extensions with an x or an m. For example,
when you save a document in Word, the file
now uses the .docx extension :
The following tables list the file extensions in
Office Word 2007, Office Excel 2007, and
Office PowerPoint 2007.

¢ Word XML file type Extension
Document M .docx
Macro-enabled document .docm
Template ; .dotx
Macro-enabled template .dotm
¢ Excel XML file type Extension
Workbook Xlsx
Macro-enabled workbook xlsm
Template Xtx
Macro-enabled template Xltm
Non-XML binary workbook Xlsb
Macro-enabled add-in xlam
PowerPoint XML file type Extension
Presentation .pptx
Macro-enabled presentation .potx
Macro-enabled template  .potm
Macro-enabled add-in .ppam
Show '.ppsx
‘Macro-enabled show sldx
Macro-enabled slide .sldm
Office theme .thmx

MS Excel shortcut and function key
Key Description
CTRL+PgUp - Switches between worksheet
7 tabs,from left-to-right.
CTRL+PgDn Switches between worksheet

tabs, from right-to left.
CTRL+SHIFT+( Un hides any hidden rows
within the selection.
CTRL+SHIFT+) Un hides any hidden columns
: within the selection
CTRL+SHIFT+&  Applies the outline border to
the selected cells.
CTRL+SHIFT~ Removes the outline border
from the selected cells.
CTRL+SHIFT+~  Applies the General number
. format.
CTRL+SHIFT+$ Applies the Currency format
with two decimal places
(negative numbers in
parentheses).
CTRL+SHIFT+%  Applies the Percentage
format with no decimal
Places.




CTRL4+SHIFT+/

CTRL+SHIFT+#

CTRL+SHIFT+@

CTRL+SHIFT+!

CTRL+SHIFT+*

Applies the Exponential
number format with two
decimal places.

Applies the Date format with
the day, month, and year.
Applies the Time format with
the hour and minute, and AM
or PM.

. Applies the Number format

with two decimal places,
thousands separator, and
minus sign (-) for negative
values. ]

Selects the current region
around the active cell (the
data area enclosed by blank
rows and blank columns).ln a

- PivotTable, it selects the entire

CTRL+SHIFT+:
CTRL+SHIFT+”
CTRL+SHIFT+Plus (+)
CTRL+Minus (-)
CTHL+;

CTRL+

CTRL+'

CTRL+1
CTRL+2
CTRL+3
CTRL+4

CTRL+5

PivotTable report.

Enters the current time.
Copies the value from the cell
above the active cell into the
cell or the Formula Bar.
Displays the Insert dialog box
to insert blank cells.

Displays the Delete dialog box

to delete the selected cells.

Enters the current date.
Alternates between displaying
cell values and displaying
formulas in the worksheet.
Copies a formula from the cell
above the active cell into the
cell or the Formula Bar.

Displays the Format Cells.

dialog box.

Applies or removes bold
formatting.

Applies or removes italic
formatting.
Applies
underlining.
Applies or
strikethrough.

or removes

removes

CTRL+6

CTRL+8
CTRL+9_
CTRL+0

CTRL+A
CTRL+SHIFT+ACTRL+B

CTRL+C
CTRL+C

CTRL+D

CTRL+F
SHIFT+F5

CTRL+SHIFT+F

CTRL+G
CTRL+H

CTRL+

CTRL+K

- Displays

Alternates between hiding

objects, displaying objects,

and displaying placeholders
for objects.

Displays or hides the outline
symbols.

Hides the selected rows.
Hides the selected columns.
Selects the entire worksheet.
inserts the argument names
and parentheses when the
insertion point is to the right
of a function name in a
formula. Applies or removes
bold formatting.

Copies the selected cells.
followed by another CTRL+C
displays the Clipboard.

Uses the Fill Down command
to copy the contents and
format of the topmost cell of a
selected range into the cells
below ' '
Displays the Find and
Replace dialog box, with the
Find tab selected.

also displays this tab, while
SHIFT+F4 repeats the last
Find action. '
opens the Format Cells dialog
box with the Font tab selected.
Displays the Go To dialog box.
F5 also displays this dialog
box.

the Find and.
Replace dialog box, with the
Replace tab selected.
Applies or removes italic
formatting.

Displays the Insert Hyperlink
dia'log box for new hyperlinks
or the Edit Hyperlink dialog
box for selected existing
hyperlinks.

sty B

D10



CTRL+N Creates a new, blank
workbook.
CTRL+O Displays the Open dialog box
' to open or find a file.
CTRL+SHIFT+O CTRL+P selects all cells that contain
comments. :

CTRL+SHIFT+Z uses the Undo or Redo
command to reverse or
restore the last automatic.
correction when AutoCorrect
Smart Tags are displayed Top

Displays of the Print dialog box.

CTRL+SHIFT+P opens the Format Cells dialog
box with the Font tab selected.
CTRL+R -Uses the Fill Right command
to copy the contents and
format of the leftmost cell of a
selected range into the cells
to the right. :
CTRL+S Saves the active file with its
Y current file name, location,
and file format.

CTRL+T Displays the Create Table
_ dialog box.
CTRL+U Applies or removes
underlining.

CTRL+SHIFT+U switches between expanding
and collapsing of the formula
bar. '

CTRL+V Inserts the contents of the
Clipboard at the insertion
point and replaces any
selection. Available only after
you have cut or copied an
object, text, or cell contents.

CTRL+ALT+VCTRL+W displays the Paste Special

: dialog box. Available only after
you have cut or copied an
object, text, or cell contents on
a worksheet or in another

~ sprogram.
CTRL+X Cuts the selected cells.
CTRL+Y Repeats the last command or
action, if possible.
CTRL+Z Uses the Undo command to

reverse the last command or
to delete the last entry that you

typed.

of Page
Function keys
F1 Displays the Microsoft Office
Excel Help task pane.
CTRL+F1 displays or hides the Ribbon,

a component of the Microsoft
| Office Fluent user interface.

ALT+F1 creates a chart of the data in
the current range.

ALT+SHIFT+F1 inserts a new worksheet.

F2 Edits the active cell and
positions the insertion point at
the end of the cell contents.
It also moves the insertion
point into the Formula Bar
when editing in a cell is turned

off.
SHIFT+F2 adds or edits a cell comment.
CTRL+F2 displays the Print Preview
' window.
F3 Displays the Paste Name
dialog box.
SHIFT+F3 displays the Insert Function
dialog box.
F4 Repeats the last command or
action, if possible
CTRL+F4 closes the selected workbook
: window.
F5 : Displays the Go To dialog box.
CTRL+F5 restores the window size of
the selected workbook
window.
F6 Switches between the

worksheet, Ribbon, task pane,
and Zoom controls. In a
worksheet that has been split
(View menu, Manage- This



Fé
SHIFT+F6
CTRL+F6

F7

CTRL+ F7

F8

SHIFT+F8

CTRL+F8

ALT+F8

Fo
SHIFT+F9

CTRL+ALT+F9

Window, Freeze Panes, Split

‘Window command),

includes the split panes when
switching between panes and
the Ribbon area.

switches between the
worksheet, Zoom controls,
task pane, and Ribbon.
switches to the next workbook
window when more than one
workbook window is open.
Displays the Spelling dialog
box to check spelling in the
active worksheet or selected
range.

performs the Move command
on the workbook window
when it is not maximized. Use
the arrow keys to move the
window, and when finished
press ENTER, or ESC to
cancel.

Turns extend mode on or off.
In extend mode, Extended
Selection appears in the
status line, and the arrow keys
extend the selection.

‘enables you to add a

nonadjacent cell or range to
a selection of cells by using
the arrow keys. '

performs the Size command
(on the Control menu for the
workbook wingow) when a
workbook is not maximized.
displays the Macro dialog box
to create, run, edit, or delete
a macro. ZE g
Calculates all worksheets in all
open workbooks.
calculates the
worksheet.
calculates all worksheets in all

active |

CTRL+ALT+SHIFT+F9

CTRL+F9

F10
SHIFT+F10

ALT+SHIFT+F10

CTRL+F10
F11
SHIFT+F11

ALT+F11

F12

ARROW KEYS

CTRL+ARROW KEY

SHIFT+ARROW KEY

CTRL+SHIFT+

open workbooks, regardless
of whether they have
changed since the last
calculation.

rechecks dependent formulas,
and then calculates all cells in
all open workbooks, including
cells not marked as needing
to be calculated.

minimizes a workbook window
to an icon.

Turns key tips on or off.
displays the shortcut menu for
a selected item.

displays the menu or
message for a smart tag. If
more than one smart tag ‘is
present, it switches to the next
smart tag and displays its
menu or message.
maximizes or restores the
selected workbook window.
Creates a chart of the data in
the current range.

inserts a new worksheet.

* opens the Microsoft Visual

Basic Editor, in which you can
create a macro by using
Visual Basic for Applications
(VBA).

Displays the Save As dialog
box. Top of Page

Other useful shortcut keys
Key : :
Description

_ Move one cell up, down, left,

or right in a worksheet.
moves to the edge of the
current data region in a
worksheet. :
extends the selection of cells
by one cell.

extends the selection of



ARROW KEY

-LEFT ARROW or
RIGHT ARROW

DOWN ARROW or
UP ARROW

DOWN ARROW or
ALT+DOWN ARROW

BACKSPACE:

DELETE:

cells to the last nonblank cell
in the same column or row as
the active cell, or if the next
cell is blank, extends the
selection to the next nonblank
cell.

selects the tab to the left or
right when the Ribbon is
selected. When a submenu is
open or selected, these arrow
keys switch between the main
menu and the submenu.
When a Ribbon tab is
selected, these keys navigate
the tab buttons.

selects the next or previous
command when a menu or
submenu is open.
When a Ribbon tab is
selected, these keys navigate
up or down the tab group.In a
dialog box, arrow keys move
between options in an open
drop-down list, or hetween
options in a group of options.

opens a selécted drop-down
list. .

Deletes one character to the
left in the Formula Bar.Also
clears the content of the
active cell.In cell editing mode,
it deletes the character to the
left of the insertion point.
Removes the cell contents
(data and formulas) from
selected cells without

~affecting cell formats or’

comments.In cell editing
mode, it deletes the character
to the right of the insertion

END:

' CTRL+END:

CTRL+SHIFT+END

CTRL+SHIFT+END

ENTER

ALT+ENTER

CTRL+ENTER

point.

Moves to the cell in the lower-
right corner of the window
when SCROLL LOCK s
turned on.Also selects the last
command on the menu when
a menu or submenu is visible.
moves to the last cell on a
worksheet, in the lowest used
row of the rightmost used
column. If the cursor is in the
formula bar, CTRL+END
moyes the cursor to the end
of the text. :
extends the selection of cells
to the last used cell on the
worksheet (lower-right
corner). If the cursor is in the
formula bar,

selects all text in the formula
bar from .the cursor position
to the end—this does not
affect the height of the

: formula bar.

Completes a cell entry from
the cell or the Formula Bar,
and selects the cell below (by
default).In a data form, it
moves to the first field in the
next record.Opens a selected
menu (press F10 to activate
the menu bar) or performs the
action for a ' selected
command.In a dialog box, it
performs the action for the
default command button in
the dialog box (the button with |

. the bold outline, often the OK
‘button). i

starts a new line in the same
cell.

fills the selected cell range
with the current entry.




SHIFT+ENTER

ESC

HOME -

CTRL+HOME

CTRL+SHIFT+HOME

PAGE DOWN
ALT+PAGE DOWN
CTRL+PAGE DOWN

CTRL+SHIFT+
PAGE DOWN

PAGE UP
ALT+PAGE UP
- CTRL+PAGE UP

CTRL+SHIFT+
PAGEUP

completes a cell entry and
selects the cell above.

Cancels an entry in the cell
or Formula Bar.Closes an
open menu or submenu,
dialog box, or message
window.It also closes full
screen mode when this mode

| has been applied, and returns

to normal screen mode to
display the Ribbon and status
bar again.

Moves to the beginning of a
row in a worksheet.Moves to
the cell in the upper-left corner
of the window when SCROLL
LOCK is turned on.Selects
the first command on the
menu when a menu or
submenu is visible.

moves to the beginning of a
worksheet.

extends the selection of cells
to the beginning of the
worksheet.

Moves one screen down in a
worksheet.

moves one screen to the right
in a worksheet.

moves to the r~«t sheet in a
workbook.

selects the current and next
sheet in a workbook.

Moves one screen up in a
worksheet.

- moves one screen to the left

in a worksheet.

moves to the previous sheet
in a workbook.

selects the current and
previous sheet in a workbook.

SPACEBAR

CTRL+SPACEBAR
SHIFT+SPACEBAR
CTRL+SHIFT+
SPACEBAR
CTRL+SHIFT+
SPACEBAR
CTRL+SHIFT+

SPACEBAR

CTRL+SHIFT+
SPACEBAR

CTRL+SHIFT+
SPACEBAR

ALT+SPACEBAR

TAB

SHIFT+TAB

CTRL+TAB

CTRL+SHIFT+TAB

- In a dialog box, performs the

action for the selected button,
or selects or clears a check
box.

selects an entire column in a
worksheet.

selects an entire row in a
worksheet.

selects the entire worksheet.
If the worksheet contains
data,

selects the current region.
Pressing

a second time selects the
current region and its
summary rows. Pressing

a third time selects the entire
worksheet. When an object is
selected,

selects all objects on a
worksheet.

displays the Control menu for
the Microsoft Office Excel
window. :
Moves one cell to the right in
a worksheet.Moves between
unlocked cells in a protected
worksheet.Moves to the next-
option or option group in a
dialog box.

moves to the previous cell in
a worksheet or the previous
option in a dialog box.
switches to the next tab in
dialog box.

switches to the previous tab
in a dialog box.



Microsoft Power Point Keyboard Shortcuts

Action

Switch between outline and
thumbnail pane

Move to next placeholder
(if on slide’s last placeholder,
this inserts a new slide)
Insert a new slide

Duplicate the current side
Increase font size
Decrease font size

Display the font dialog box

Change case
Apply superscript formatting
Apply subscript formatting

Remove manual character
formatting '

. Center a paragraph
Justify a paragraph
Left align a paragraph
Right align a paragraph
Promote a paragraph
in an outline
Demote a paragraph in
an outline
Move selected outline

. paragraphs up

Move selected outline

paragraphs down

Display outline heading level 1

Expand outline text below a
heading

Collapse outline text below a
heading

Collapse or show all text or
headings

Show or hide the grid

Show or hide the guides
Run a presentation

Shortcut Key

Ctrl + Shift + Tab

Ctrl + Enter
Ctrl+ M

Ctrl+ D

Ctrl + Shift + >
Ctrl + Shift + <
Ctrl + T or Ctrl +
Shift + F

Shift + F3

Ctrl + Equal sign
Ctrl + Shift + Plus
sign

Ctrl + Spacebar
Ctrl+ £

Ctrl + J

Ctrl + L

Ctl+R

Alt + Shift + Left arrow
Alt+ Shift + Right arrow

Alt + Shift + Up arrow

Alt+Shift+Down arrow
Alt + Shift + 1.

_Alt + Shift + +

Alt + Shift + —

Alt + Shift +A
Shift + F9
Alt + F9

F5 .

#

Activate the pen tool during a show Ctrl + P

Erase pen tool drawings
during a show

Turn off the pen tool during
a show _
Change the pen to a pointer
during a show

Hide the pointer or pen during
a show

Move to the next hyperlink
during a show

Esc
Ctrl+ A
Ctrl+H

Tab

Make the screen go black during .

a show

Make the screen go white
during a show

Stop or restart an automatic
show

Return to the first slide during
show

Group Items (with items
selected)

Ungroup

During presentation, Go to
slide number ;
Move clockwise among panes
in Normal view

Move counterclockwise
among panes in Normal view
Copy formatting of selected
shape 5

Paste formatting only to
another shape

Insert hyperlink

Help

View the complete slide show
View the slide show from the
current slide forward
Spellcheck

Opens Save As dialog box
Stop the show. Press S again
to restart the show

B

w

S

1+ énter

Ctl+ G
Ctrl + Shift + G

Slide number + Enter
F6

Shift + F6

Cirl + Shift + C
Cirl + Shift + V
Ctrl + K

F1

F5

Shift + F5

EY
F12

S



End the slide show Esc Center a paragraph Ctrl+ E
Select to the end of a word Ctri+Shift+Right arrow | Left-align a paragraph Ctrl + L
Select to the beginning of a Right-align a paragraph Ctrl + R
word Ctri+Shift+Left arrow | Justify a paragraph Ctrl +J
Select all objects Ctri+A(on Slides tab) | Create a non-breaking space Ctrl + Shift + ;
Select all slides Ctrl + A (in Slide X Spacebar
Sorter view) Create a page break - Ctrl + Enter

Select all text Ctrl + A (on the Create a line break Shift + Enter

: : Outline tab) Remove all Formatting Ctrl + Shift + N
Delete one word to the left Ctrl + Backspace | Insert the current date ~ Alt + Shift + D

Insert the current time Alt + Shift+ T

Delete one word to the right  Ctrl + Delete
Cut selected object or text Ctrl+ X
Copy selected object or text  Ctrl + C
Paste cut or copied object or text Ctrl + V

Insert hyperlink Ctrl + K
Set single-space line spacing Ctrl + 1
Set double-space line spacing Ctrl + 2

Undo Ctrl + Z Set 1.5-line spacing Ctrl + 5
Redo : Ctrl + Y Open the macros dialog box  Alt + F8
Open Find dialog bax Ctrl + F Search a document
MS WORD SHORT CUT KEYS | (Navigation task pane) Ctrl + F
Move to the beginning of the Replace items in a document  Ctrl + H
current word : Ctrl + Leftarrow | Open Go To dialog box Ctrl + G
Move to the beginning of the i Open the thesaurus Sr_1ift e F7
next wold Ctrl + Right arrow Open the word count dialog box Ctrl + Shift + G

Create a non-breaking hyphen Ctrl + Hyphen
Decrease font size one value Ctrl + Shift + <
Increase font size one value  Ctrl + Shift + >

Move to the beginning of the :
next paragraph - Ctrl + Down arrow
Undo Cirl + Z

Redo Ctrl+ Y Decrease font size 1 point Ctrl + [

Toggle between last 4 edit Increase font size 1 point Ctrl +]-
positions : Alt+ trl+Z Remove paragraph or _
Create a New document Ctrl+ N character formatting Ctrl + spacebar
Open a document Ctrl+ O Paste Special Ctrl + Alt + V
Save a document Ctrl + S Switch to Print Layout view Ctrl + Alt + P
Save as Fi2 Switch to Outline view Ctrl + Alt + O
Close a document Ctrl + W Switch to Draft view Ctrl + Alt + N
Split a window Alt+Ctrl + S Copy formatting from text Ctrl + Shift + C
Remove window split Alt + Ctrl + S Paste formatting only Ctrl + Shift + V

Change case Shift + F3
Switch to Print Preview Ctrl + F2 or Alt +

Delete one word to the left Ctrl + Backspace
Delete one word to the right  Ctrl + Delete

Indent a paragraph Ctrl+ M Ctrl + |
Remove an indent ~ Ctrl + Shift + M Insert a comment Alt + Ctrl + M
Hangirg indent Ctrl+ T. Beginning of Document CTRL+HOME
Remove a hanging indent Ctrl + Shift + T End of Dotument CTRL+END




Beginning of line ; Home
End of line END
Print CTRL+P
Bold Text CTRL+B
Italic Text CTRL +1
Underline Text CTRL+U

Convert the selected text to
capital letters or vice versa
Moves to the Next Misspelling
Turn on/off Tracking Changes Ctrl + Shift + E
Close Reviewing pane Alt + Shift + C
Refresh F9

Outline view: Promote a '

CTRL+SHIFT+A
ALT+F7

paragraph in an outline Alt + Shift + Left arrow
Qutline view: Demote a
paragraph in an outline Alt+Shift+ Right arrow

Outline view: Move selected
outline paragraphs up
Outline view: Move selected
outline paragraphs down
Outline view:'Expand outline

Alt + Shift + Up arrow

Alt+Shift+Down arrow

text below a heading Alt + Shift + +
Outline view: Collapse outline :

text below a heading Alt + Shift + -
Outline view: Collapse or

show all text or headings Alt + Shift +A

Common Computer Abbreviations

¢ Following are some of the numerous
computer abbreviations in use today.

¢ Operating Systems and Data Storage

1. BIOS - This is the Basic Input Output System

which controls the computer, telling it

whatoperations to perform. These instructions

are on a chip that connects to the motherboard.

BYTE - A byte is a storage unit for data.

“KB” - is a Kilobyte which is 1024 bytes.

“MB” - is a Megabyte which is a million bytes.

“GB”-is a Gigabyte, which equals 1000

megabytes.

6. CPU- This stands for the Central Processing
Unit of the computer. This is like the computer’s
brain. '

il

7. MAC - This is an abbreviatiop for Macintosh,
which is a type of personal computer made by
the Apple Computer company.

8. 0OS- This is the Operating System of the
computer. It is the main program that runs On
a computer and begins automatically when the
computer is turned on.

9. PC - This is the abbreviation for personal
computer. It refers to computers that are 1BM
compatible

10. PDF - This represents the Portable
Document Format which displays files in a
format that is ready for the web. S

11.RAM- This stands for Random Access Memory
which is the space inside the computer that can
be accessed at oné time. If you increase the
amount of RAM, then you will increase the
computer's speed. This is because more of a
particular program is able tq be loaded at one
time :

12. ROM- This is Read Only Memory which is the
instruction for the computer and can not be
altered.

13. VGA - The Video Graphics Array is a system

for displaying graphics. It was developed by
IBM. !

14. WYSIWYG - This initialism stands for What
You See Is What You Get. It ispronounced
“wizziwig” and basically means that the printer
will print what you see on your monitor.

Connecting to the Internet

1. FTP - This is a service called File Transport
Protocol which moves a file between computers
using the Internet. :

2. HTML-HyperText Markup Language formats
information so it can be transported on the
Internet.

3. HTTP - Hypertext Transfer Protocol is a set
of instructions for the software that controls the
movement of files on the Internet.

4. IP - This stands for Internet Protocol which i

is the set of rules that govern the systems
connected to the Internet. IP Address is a digital




10.

6 3 1

)

code specific to each computer that is hooked
up to the Internet. ; ]
ISP - The Internet Service Provider is the
company which provides Internet service so
you can connect your'computer to the Internet.
LAN - This stands for Local Area Network
which is the servers that your computer
connects to in your geographic area.

PPP - Point-to-Point Protocol is the set of
rules that allow your computer to use the
Internet protocols using a phone line and
modem.

URL - This is the Uniform Resource Locator
which is a path to a certain file on the World
Wide Web.

USB —The Universal Serial Bus is used for
communications between certain devices. It
can connect keyboards, cameras, printers,
mice, flash drives, and other devices. Its
use has expanded from personal computers
to PDAs, smartphones, and video  games,
and is used as a power cord to connect devices
to a wall outlet to charge them.

VR - Virtual Reality simulates a three-
dimensional scene on the computer and has
the capability of interaction. This is widely used
in gaming.

VRML - Virtual Reality Mark-up Language
allows the display of 3D images.

Wifi- Wireless Fidelity
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