APPENDIX -1

niarast few erelfiler wfewm at9w BEOT 8 staeifest

Mg - I
asdfg  :lkjh asdfg ki asdfg :kjh asdfg Akjh asdfig
asdfg  ;ligh asdfg  ;lkjh asdfg  ;lkjh asdfg Akjh asdfg
asdfg  ;lkjh asdfg  :ligh asdfg  :lkjh asdfg Akjh asdfg
asdfg  ;lkjh asdfg  :lkjh asdfg  ;lkjh asdfg kjh asdfg
asdfg  :lkjh asdfg lkjh asdfg dkjh asdfg Akjh asdfg
nifgniH - 11
Ask Fad Alsas  Shad Lads  Flags Flask
Jag Fag Fall Hash Glad Galls Salad
Jak Had Gaff  Dash Gall Flash Slash
Sad Lad Adds  Lash Hall Lakhs Dhalls
Dad Asglks Alas Dall Fall Glass Shall
mfsm™ - I
gwert  poiuy qgwert  poiuy gwert  poiuy  qwerl poiuy  gwert
poluy  gwert poluy  gwerl  poiuy  qwerl  poiuy gqwert  poiuay
gwert  poiuy gwert  pomy gwert  poiuy  qwert pouy  qwert
poiuy  gwert poiuy  gwert poluy  gwert  poiuy qwert  poiuy
gwert  poiuy  gwert  poiuy  gwert poiuy  gwerl poiuy  gwert
poiuy gwert poiuy gwert poiuy  qwert  poiuy qwert  poiuy
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wifsnmm - IV

awerqfa ;0iupj: awerqfa ;oiupj; awerqfa solupi;
awergfa :01upj: awergfa J0Iupj; awerqfa Halin Il
awergfa ;oiupj: awerqfa ;oiupj; awerqfa ;o1upi;
awergfa ;oiupj: awergfa ;olupj; awerqfa ;olupj:
awergfa ;olupi: awergfa ;oiupy; awerqfa :01upj;
nifswiH - V
Fish Dirks Oldest Apple Grade Falls Kodak
Rails Jaded Dead Usual Sales Filed Legal
Lease Lakes Agile Isles Ahead Larks Roses
Forlcs Hedee Skill Rupee Grass Would Alpine
Jaded Liked Equip Quail Jokes Asked Walks
Fiddle Saddle Dead Filed Lakes Lease Legal
e - VI
azxcvl lkmnbj azxcvl Tkmnbj azxcvf lkmnbj
azxcvl lkmnbj agxevl lkmnbj azxevl lkmnbj
azxcvl lkmnbj azxcvi Ikmnbj azxevi lkmnbj
azxcvf llkeminbj azxcvf lkmnhbj arxcvf lkmnbj
azxevl Ikmmnby azxevl Ikmnbj azxevl lkmnbj
nifewiw - VII
Cat Jack Colour Neither Enemy Boat Calcutta
Not Have Joints Calling Voted Very Vineyard
Met Wind  Nerves Enlarge Money Move Material
Men Verb Verbal Someone Marry Giive Sterling
Bent  Joint  Jackets Examine Thousand ~ Cylinder Asgsessment
King  Carry Jumbled Examined  Struggle Possible Beginning
Zeal Night Booklet  Gracious Grizzled Frequent Meanings
Zero Tonic  Cutting  Becoming Zodiacal Exponent  Doubtless
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misH - VIII

12345 (098767 12345 098767 12345 (198767

12345 (098767 12345 098767 12345 (098767

12345 098767 12345 098767 12345 (98767

12345 098767 12345 098767 12345 098767

12345 098767 12345 (98767 12345 098767
nifani - IX

Type the following sentences 5 times:

Lost time is8 never regained

Get-up early and do your work

Today's youth and tomorrow's old

Age 18 a virtue when wisdom is with it
Measure your word before it goes out of you
My steps are measured

A friend in need 1s a friend indeed

Children are innocent and should be guided rightly.

- R R T SR

Our Land has great sages who knew the etemal truth.

=

Truth never lails

—
—t

The Quick Brown Fox Jumps Over A Lazy Dog

nifgnm - X

Type the following paragraph 10 times:

Our flag is tri-colour. SAFFRON is the symbol of sacrifice and a string mind. WHITE is
the symbol of purity, love and peace. GREEN is the symbol of plenty and joy. We hoist
and salute our flag. We are ready to make sacrifices for our country. We want peace and
progress. We want to be pure.
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APPENDIX - II

! (wisis fEuT) fea aveifiiar wfewm s AigT &9 wazitest

WETEW  BUY HEURW [BUg MATEW BT WHOEW  HuT
WEURW SHY WHURW SHY AW  [BHY WHOEYW BYY
WEOSW Uy WETRY BYY HTEW [ BYY wHTEW BHY
HETEW BUY nHTRY  BHY WHTEW BYY WHTEW [ BYY
WHOEYW FUY WHOTEW [ BHY MHTSW [ BYY WHTEW BYY
SECOND ROW EXERCISE-III
grfege u'f_ - 3Frfege Uit 2 Ifegez i R
gvfege u'f_ - 3Frfeage u—f - Igrfege uf
grfeges yf_ - 3Frfege ! % E grfege ¥ s
grfeas u-f_~ srfegzs u™f g fease gy f -
grfege u-f_ > grfege e grfege Tt M
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SECOND ROW EXERCISE-IV

gTEE

gt &

g8 5

gtE &

g
g
gt6€. 5 g
T
T

g6 5
gte. &
gTE' 5
=7

gt§'s

o grecs
et gEEw
Y0 wTEE
Y grEE
B R - 5~

HOME ROW AND SECOND ROW EXERCISE-V

Gregza
Gregzzt
@reazzd
Greazzd

Gregzzd

f_ae;
i it o o
P R Tk - o
~fruw;

S T

Gregszl
Gregzzé
Gregzs e
@regzze

€regazd

Cfouw;
T T -
et
Cfouw;

= ruw;

HOME ROW AND SECOND ROW EXERCISE-VI

oy ufgan T BsEEHe wyumE  uwgbew wfmesr  §elF
Gfew s8vee  uE@e _HEw® "EEER gfzee BEASE
sener  8aEw wEfsr TAeEE woebe s89am  HEW
Saan R==r b mafes | _uEE weSHR T _omw  nwufaE
seee  wmfase G=fu g6fs oA Haee  oEEw
feese  fAEoosy  Oele efmee wlaen zedrs  mEoew
HOME /SECOND/THIRD ROWEXERCISE -VII

Sasosw BEaHEEA MATFEITT TH'TY
Ga=zg=ssw BEHTEH HATHTEITE R e 4
Gwss=ss SEHEEHA HMATEITE B FY
Ga=zg=swF TEHSEH HATETE TH'FTY
Ga=sg=Es BEHEEH HMATEITE TH'FTY
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FOURTH ROW EXERCISE-VIII

%

“12 345 098767 | #4 % HE*()
712345 D9BT67 T #4% HS*()
12345 098767 1 H#4% HE*()
12345 098767 T #4% HE*()
“12345 098767 Tl H#4% HE*()
EXERCISE - IX
AR BT W =] fes
afuges fargms A& iU s
THIT HoTH i ECLE] famr
HE™ HaTET EEICIES fegtar farfan
ECIrY fefgom afes fea™w UHTET
gateafmet Attt g, HrEw Gl ECES HaTed
Hat H5IHE I E=rrary HAAE AUEvte
TAve Guafear frvrew f&s mfoe
THEET nHaTET BreT HHt W
gar g% Yy HieT fuzrt
furlu=m ytfepr fegmar e e
fegu=z femm Uwre Frargs g
EXERCISE - X
UATe Wat=airel ufen®r & <8N IH%d 37, Anus fiwr & faur fsgen war Uamet

fegmar € wt §. su<le fAw, . sgo< fiw str, 3. efdes fAw & »eErevet <o
gufent gv. gafeed fw »F 7. goodte fw & f-fmier s o sifaer aeeene
fawrg &3 3§ fam oot eeaet dHare 3 fesr=r enga AiS feedd 2 3 09 fas =t Uaet
&= faver 9g3 iy & fapwr T {88 S fa ot viust o1-0w =t wiue fam fifge ar e
& pes 3 Unrel &9 97 rae 71 fal@fa fea peeeme god Uardt galas €2 (7=l
&9 &y 59 ©f Fgws GusTg g e I
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APPENDIX - IV

WY &9 7F 8 YI U

ACRONYM FULL FORM

Al ARTIFICTAL INTELLIGENCE

ARPANET ADVANCED RESEARCH PROJECT AGENCY NETWORK

BMP BITMAF PICTURE

bpi BITS PER INCH

cD COMPACT DISK

CPU CENTRAL PROCESSING UNIT

CSS CASCADING STYLE SHEET

Cul CHARACTER USER INTERFACE

DOS DISK OPERATING SYSTEM

DRAM DYNAMIC RANDOM ACCESS MEMORY

DSL DIGITAL SUBSCRIBER LINE

DVD DIGITAL VIDEO DISK

E COMMERCE ELECTRONIC COMMERCE

EEPROM ELECTRONICALLY ERASABLE PROGRAMMABLE READ
ONLY MEMROY

EMAIL ELECTRONIC MAIL

EPROM ERASABLE PROGRAMMABLE READ ONLY MEMROY

FTP FILE TRANSFER PROTOCOL

GB GIGABYTE

GIF GRAPHICS INTERCHANGE FORMAT

GUI GRAPHICAL USER INTERFACE

HTML HYPER TEXT MARKUP LANGUAGE

IAP INTERNET ACCESS PROVIDER

IBM INTERNATIONAL BUSINESS MACHINE

IC INTEGRATED CIRCUIT

ISDN INTEGRATED SERVICES DIGITAL NETWORK
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ISP

INTERNET SERVICE PROVIDER

I'T

INFORMATION TECHNOLOGY

JPEG JOINT PHOTOGRAPHIC EXPERTS GROUP

KB KILOBYTE

MB MEGABYTE

MIDI MUSICAL INSTRUMENT DIGITAL IDENTIFIER
MODEM MODULATER DEMODULATER

MPEG MOVING FICTURE EXPERTS GROUP

MROM MASKED READ ONLY MEMORY

NIC NETWORK INTERFACE CARD

PB PETA BYTE

PC PERSONAL COMPUTER

PNG PORTABLE NETWORK GRAPHICS

rop POST OFFICE PROTOCOL

PROM PROGRAMMABLE READ ONLY MEMORY
RAM RANDOM ACCESS MEMORY

ROM READ ONLY MEMORY

RTF RICH TEXT FORMAT

SERP SEARCH ENGINE RESULT PAGE

SMTP SIMPLE MAIL TERANSFER FROTOCOL

SRAM STATIC RANDOM ACCESS MEMORY

TH TERABYTE

TCP/IP TRANSMITION CONTROL PROTOCOL/INTERNET PROTOCOL
ULSI ULTRA LARGE SCALE INTEGRATED CIRCUIT
UPS UNINTERRUPTIBLE POWER SUPPLY

URL UNIFORM RESOURCE LOCATER

USB UNIVERSAL SERIAL BUS

VLSI VERY LARGE SCALE INTEGEATED CIRCUIT
WWW WORLD WIDE WEB
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APPENDIX - V

WTH STt J7E TERMT Wdede s

(H. . =97
Shortcut Keey Used for
Cirl+A Select All
Ctrl+B Bold the selected text
Ctrl+C Copy the selected contents
Ctrl+D Opens the Font Dialog Box
Crrl+E Center Align text
Ctrl+F Find text
Ctrl+G Goto line/page no etc.
Cirl+H Replace text
Curl+I [talic the selected text
Crrl+] Tustify paragraph
Crrl+K Create Hyperlink for the selected text
Cri+L Left Align the paragraph
Cirl4-M Increase Indent
Ctrl+N Create a New File
Cirl+0O Open Existing File
Cirl+P Print File
Crrl+0) Clear Indents and Tabs
Ctrl+R Right Align the texl
Cirl+S Save File
Culd T Increase Hanging Indent
Ctrl+U Underline the selected contents
Ctrl+V Paste the contents from the clipboard
Crel+W Close File
Cirl+X Cut the selected contents
Crl+Y Redo the last action (if possible)
Cul+-Z Undo the last operation
Cirl+1 Single Line Spacing
Cirl+2 Double Line Spacing
Cirl+5 1.5 Line Spacing
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Cirl+] Increase Fonl Size
Curl+[ Decrease Font Size
Cirl+Shift+C Copy the Formats of selected text
Cirl+Shifi+V Paste the copied Formats on selected text
Shift+F3 Change Case
F7 Spelling and Grammar Check
Alt+F4 Close Program
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M SIS AF SR s S
(WH. HIH. WEAS)

Shortcut Keey Used for

Cul+ A Select the entire worksheet. If the cursor is currently placed within a
table, press once to select the table, press one more time to select the
whole worksheet.

Cirl + B Bold Text of Selected Cell/Cells

Cul+C Copy the contents of the selected cells to Clipboard,

Cul +D Copy the gontents and format of the first cell in the selected range mto
the cells below, If more than one column is selected, the contents of
the topmost cell in each column will be copied downwards.

Cul+F Display the "Find" dialog box.

Cirl +F1 Show / hide the Excel Ribbon.

Cul + G Open the "Go to" dialog. Pressing F5 displays the same dialog.

Cul+ N Create a new workbook.

Cil+0 Open an existing workbook.

Cul + P Open the "Print" dialog.

Cul +8 Save the active workbook.

Cul+T "Convert selected cells to a table.

Cul +V Pate contents of the Clipboard into the selected cell(s).

Cul+ W Close the active workbook.,

Cil + X Cut the contents of the selected cells to Chpboard.

Cul+ Y Repeat (Redo) the last action, if possible.

Cul +Z Undo last action.

Ctrl + 1 Open the "Format Cells” dialog.

Crrl +° Toggle between displaying cell values and formulas.

Corl +; Enter the current date,

Cirl + Shift + ;

Enter the current time

F2 Edit the current cell.

F4 Cycle through various combinations of formula reference types. Place
the cursor within a cell and hit F4 to get the needed reference type:
absolate, relative or mixed

F12 Displays the Save as dialog box.

Home Return to the 1st cell of the current row in a worksheet.

Tab Autocomplete the function name.
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Ctrl 4+ End

Mowve to the last used cell of the current worksheet

Ctrl + Home

Move to the beginning of a worksheet

Cul + PgDown

Switch to the next worksheet

Cirl + Pellp Switch to the previous worksheet

Al + Enter In cell editing mode, enter a new line (carriage return) into a cell.
Ctrl + Space Select the entire column.

Shift + Space Select the entire row,
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