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o 1501 5. & PR@ee @ a1 feeg I afora
@ Rl & et aRm |
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3. g & g F gweanalt @ uRifya e |
(1532)

4. J7a R FHAT - 1535 §. g, V/g
qgIgR A
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T & done ugaaR SeaEG AW 2 a2

1539 3. =AM H Jg :—FAR aad ARG
I8 (A /%)

o R @AM AG F FgAR I FAR | TH
B31eqt o5 ST A FAUB I TS |

o R & faed @ U fGa @1 AGRAE FaErR
ag et @

o ‘A3 B fHad’”’ =R VA U aAH Bl
Fear vear |
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g g AR 7
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&t 3 amR A gwomal B g feedt wR
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o ARG fugm ERYR
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U el —

1. 3218 UTeT G2 B 2RI |
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6. ARG AL FT FAHEA — 2AAAH

A -

1. ABAA TAB G2a1R 3 oI |

2. UGHEd B AXH = AP MG IRI
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Raz : -
1. @2 € dzené
2. ABH T gipaenél
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FeA —15 FACER 1542 FABIC F 0T 4R

@ Igi |
QR - FAA & gem, w &t (fFaa-2ma
)

uAva & R & — 1556

g (R @) V/s 3 - arr amn

o UAYA B Jg A FpaR A anst B 3l H |

e 1560 a% A ARt AW &t 3w

° FFHR F A A B MG 3 Udd 2B -
1. FEq d R H Jawd
2. ARG B Ivd AP B MM
3. B3 I

o dem A & fagrs @2 fa |

o N & Ft 531 AN B GR@ uiea (FFa) F
BT B2 G |

o 2 1560 & 1562-OiIc &

® 0 1562 - %A &l @1 AeEl S

(a15 FETER-ZwHa)
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o 1568 fdtsaG :- IFFE ©A UaT ASA G AR
I | FepER A TATT 30000 G B AT H
1572-73 : JEIRA SfFRE

* B A JFAA B AR FIFRR |1l T g

fgam |

SRR 7 ¥ s stEm @ fea @
Z@2 ga afr & e arn gRna @arm 3

o &% @ AW wagyR A% B2 R |

e 1570 @R AR :- YR B SfEEHir
e I FHER B FEea AR F A
(zq)m—wéﬁ?r a uad) (WHda AR i
e

* 1576 FOGEN J& $paR & U

o 1581 A shwEE P&t sda 7 fgis fear
gpaR & aXgAeN Bl Jagr fogaa fepan

o 1585 ¥ AWRIG BT a6 @I JIGR FaRT |

* 1586 PR PR SaeT FIHES FA A
ASAT §a1 A IAT |

o 1591 fueEr

o 1592 35T

® 1595 BEMR

o 1601 2@ (Ffean swm) R I FA
fear @ “Aa B ARG F e |

° & Fegd A% B UE T |
o A% aHA FRA (JH Aea) @1 R en |
- 1575 & ZaGAdEn 2RIuE |
- 1578 %o €7 3 RS @ gwEifia fear
R | Ft o & omar R |
fieg - 34 7 gy
uRdAl - oGRS At 2om
o - f@uy g2 a R e
s - ACARE 3 A
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MTNL : Mahanagar Telephone Nigam limited

e NICNET : National Informatics centre Network
e NIU : Network interface Unit
e NTSC : National television standards committee
® OCR : Optical character recognition
e OMR : Optical Mark Reader
e OOP : Object oriented programming
e OS: Operating system
e OSS : Open source software
e PAL : Phase alternation Line
e PC: Personal computer
e PCB : Printed circuit board
e PCl : Peripheral component interconnect
e PDA : Personal digital Assistant
e PDF : Portable document format
e PL/I : Programming language 1
e PM: Phase modulation
e POST : Power on self test
e PPM : Pages per minute
Prolog : Programming in logie
e PROM : Programmable Read only Memory
e PSTN : Public switched telephone network
e QAS : Quality assurance service
e RAM : random access memory
* RGB : Red, Green, blue
e ROM : Read only Memory

e RPG: Report program generator

e RS-232: Recommended standard 2-3-2
e SCSI : Small computer system interface
e SEQUEL : Structurea English quer Language
e SIMM: Single in line memory module

e SSI: small scale integration

e SVGA : Super Video graphics arary

e TB: Tera byte

e TCP: Transmission control protocol

e TDM : Time division multiplexing

e ULSI : Ultra large scale Integration
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UNIVAC: Universal Automatic computer

UPS : Unintermupted power supply

URL: Uniform resource locater

USB : Universal serial bus

UVEprom : Ultra violet erasable programmable read only
memory

VAN : Value aided network

VCR: Video cassette recorder

VDU: Video display unit

VGA : Video graphics array

Virus : Vital information resources under seize
VLSI : Very lage scle integration

VSNL: Videsh sanchar nigam limited.

WAN : Wide area network

WaP : Wireless application Protocol

WLL : Wirciess local loop

WMP: Windows media player

WORM : Write once - read many

www: World wide web

XMS : Extended memory specification

2G : Second generation wireless networking
3G: Third generation wireless networking technology
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Most Important Computer Shortcut Key
Computer Basic Shortcut Keys

Alt +F- File menu options in current program

Alt + E- Edit options in current program

F1 - Universal help (for all programs)

Ctrl + A- Select all text

Ctrl + X- Cut selected item

Shift + Del - Cut selected item

Ctrl + C - Copy selected item

Ctrl + Ins - Copy selected item

Ctrl +V - Paste

Shift + Ins - Paste

Home — Go to beginning of current Tine

Ctrl + Home - Go to beginning of document

End - Go to end of current line

Ctrl + End - Go to end of document

Shift + Home — Highlight from current position to beginning of line
Shift + End - Highlight from current position to end of line

Microsoft Windows Shortcut Keys

Alt + Tab - Switch between open applications

Alt + Print Sereen - Create screenshot for current program
Ctrl + Alt + Del — Open task manager

Ctrl + Ese - Bring up start menu

Alt + Ese - Switch between applications on taskbar
F2- Rename selected icon

F3- Start find from desktop

F4- Open the drive selection when browsing

F5- Refresh contents

Alt + F4- Close current open program

Ctrl + F4- Close window in program

Alt + Enter - Open properties

Shift + Del - Delete programs/files permancently
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Microsoft Word Shortcut Keys

Ctrl +A- Scelect all contents of the page

Ctrl + B- Bold highlighted selection

Ctrl +C-Copy selected text

Ctrl +X-Cut selected text

Ctrl +N-Open new/blank document

Ctrl +0-Open options

Ctrl +P-Open the print window

Ctrl +F-Open find box

Ctrl +1- Italicize highlighted selection

Ctrl +K- Insert link

Ctrl +U-Underline highlighted selection

Ctrl +V- Paste

Ctrl +Y- Redo the last action performed

Ctrl +Z-Undo last action

Ctrl +G-Find and replace options

Ctrl +H- Find and replace options

Ctrl +J-Justify paragraph alignment

Ctrl +L- Align selected text or line to the left
Ctrl +E- Align selected text or line to the center
Ctrl +R-Align selected text or line to the right
Ctrl + M- Indent the paragraph

Ctrl +T- Hanging indent

Ctrl +D- Font options

Ctrl + Shift + F - Change the font

Ctrl + Del - Delete word to right of cursor
Ctrl + Backspace - Delete word to left of cursor
Ctrl + End - Move cursor to end of document
Ctrl + Home — Move cursor to beginning of document
Ctrl +1- Single-space lines

Ctrl +2-Double-space lines

Ctrl +5-1.5-line spacing

Ctrl + Alt +1-Change text to heading 1

Ctrl + Alt +2-Change text to heading 2

Ctrl + Alt +3-Change text to heading 3

F1- Open help

Shift + F3 - Change case of selected text
Shift + Insert - Paste

F7- Spell check selected text
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F12- Save as

Ctrl +S- Save

Shift + F12 - Save

Alt + Shift + D — Insert the current date
Alt + Shift + T- Insert the current time
Ctrl + W - Close document

Microsoft Excel Shortcut Keys

F2- Edit the selected cell

FS - Go to a specific cell

F7- Spell check selected text or document

Fll - Create chart

Ctrl + Shift +;- Enter the current time

Ctrl +;- Enter the current date

Alt + Shift + FI - Insert new worksheet

Shift + F3 - Open the Excel® formula window
Shift + F5 - Bring up search box

Ctrl + A- Select all contents of worksheet

Ctrl + B— Bold highlighted selection

Ctrl +1- Italicize highlighted selection

Ctrl +C- Copy selected text

Ctrl + V - Paste

Ctrl + D- Fill

Ctrl + K- Insert link

Ctrl + F- Open find and replace options

Ctrl + G- Open go-to options

Ctrl + H-Open find and replace options

Ctrl + U- Underline highlighted selection

Ctrl + 0-Open options

Ctrl + N- Open new document

Ctrl + P- Open print dialog box

Ctrl +S- Save

Ctrl + Z- Undo last action

Ctrl + F9 — Minimize current window

Ctrl + F10 — Maximize currently selected window
Ctrl + Page up & Page Down — Move between Excel® worksheets in the same
document

Ctrl + Tab — Move between two or more open ExcelE files
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Alt +=- Create formula to sum all of above cells
Ctrl + Space — Select entire column

Shift + Space — Select entire row

Ctrl + W - Close document
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