Basic Of Computer

ASHA LEARNOLOGY
\ R

. k- ]" .
=$~ .

' | —
. .
- 4
- N\
‘:‘ - t
5 '




INTRODUCTION -“*

Microsoft Office offers three essential tools

that revolutionize how we work with
information: Excel, PowerPoint, and Word.

Each serves a unique purpose, simplifying
tasks from number crunching to creative
presentations and professional document
creation. Let's delve into what makes each of
these applications indispensable in today's

digital landscape."
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Paint
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Ms Paunt

] Simple Interface 5 Kb £ 30 s
J Drawing Tools ' =

] Selection Tools -

1 Cut, Copy, and Paste #\1 2021

1 Resize and Crop h‘,' g

] Text Tool ,:

J Fill and Erase I b

J Fill and Erase
J Undo and Redo
] Save and Export
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Free - Form <

select tool

Eraser tool ~<— 0 f@ ——> Fill with color tool
Pick tool €€—— _# (Q ——>» Magnifier tool

Pencil tool €—— J A ——>» Brush tool
Air brush tool <€&=—— 94 A ——>» Text tool

Line tool €=—— \ ¢/ =——3> Curve tool
Rectangle tool <€&—— [] /i ——> Polygon tool

Ellipse tool -(— @ | ('_‘_]{—)» Rounded rectangle
tool
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WORD

] User Interface

J Document Creation i—
d Formatting Tools 3§ 202
4 Editing Tools flj Reort

d Templates I N
X

\l| -Contoso

U Inserting Objects

J Page Layout
 Track Change
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Word Tools

Ribbon Button

Application Menu Ribbon Search Ribbon Wrap Flow Panel Additional Content
Box
Ribbon Tab Ribbon Menu Collapse Button
/ | \ |
Home Insert Wiew f.'l Tell me what j-'?-."-'.';l'l'.-l .Iv v ”~ ﬂ
“@ ff E Cousine v|jo v|[A*A" [Aa-f[:= . i=. %=- |3 =£ |4} | T || AaBbCcDc AaBbCcD: AaBbCc |
=& Copy i .
Paste F Format Painter B I U&§ X X A @ v = = = = Ii' ‘E’l: i Hormal Mo Spacing  Heading1 |+
Clipboard [ A Font M Paragraph M= =tyles [
3 ' A |
Ribbon Stack Panel Ribbon Split Button
Ribbon Group Dialog Launcher Ribbon Gallery
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PowerPoint

. Slide Creation
 Templates
] Slide Layouts

AutoSave (@ off) O« @ s Renewable Energy v2.pptx ~ O Search

File Home Insert Design  Transitions  Animations  Slide Show  Review  View  Add-ins  Help  Acrobat

Mew Reuse
Slide ~ Slides || Section ~
Clipboard " Slides Font Paragraph

%ﬂ Paste Options:

? 27 m LA

' =~ Renewab
 Design Tools | i

Ef" Farmat Background

i New Comment

J Transitions
J Animations
] Speaker Notes
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Power Point 1 ools
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5 Sicdes ™ socan ¢ /- - > Seent - G
ELTR N s 3 O feow SOgrae lirmwing =g Ve 40
|
[itle Ba
'he Ribbon

N Quick Access

File tab Toolbar
(Backstage view)

Click to add title

Slide > Click to add subtitle

e Slides Pane e Placeholders

Status Bar
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Excel

 Spreadsheet Interface
d Data Entry

p>=B2, "over budget”, "under budget”)

J Formulas T B S

] A N e N
:'..\. ’:.(\_. l | .-l; hr A .\ } | .\:\ lA]J.l -:. 'L' 1,,;".-
d Ml 1 '\:' LaLuo
vheid e rle’ \,‘.“;I\..-‘.ﬁ rv S 4’ s —

b o dheor) oAl

D FunCtionS _5_92_1 58E $121 58|=IF(C2>=B2, "over budgt", "under budget")

$324.98 $0.00
$128.43 $0.00

1 Cell References a3 e
 Formatting & Charts
 Sorting & Filtering

J Copying & Moving Data
U Printing & Sharing
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kExcel Tools

Tabs
Home Insert Draw Fage Layout Formulas Data

il A —
& Cut Calibri o AlAa A == $.
[[3 Copy -

Paste — = = — =

B I LU - - - A pap

- ¥ Format Painter 1 — — -

Clipboard M Font My

Group

Command button Dialog launcher
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E-mail Tools

** Compose
* (reating a new email message.

* Send

* Transmitting the composed email to the recipients.
%* Recelve
* Incoming emails are delivered to the "Inbox."

 Forward

* Sending a received email to new recipients.
%* Delete and Archive

* Removing emails from the inbox.
e Delete moved the email to the trash.

+ Folders and Labels

* Organizing emails into categories.

* Labels allow for tagging emails with multiple categories.
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® Active v @

Tir

M Gmail Q_Search in mai =

O # Coitipois 2 - ®© W 8 0O & m D i 1-1of 1 =~ @ -
Mail
&4 Primary ® Updates i Forums
- & Inbox 1
~hat W Trash » Nathan Drescher This is a SUPER IMPORTANT email DO NOT SNOOZE - Don't snooze thi... 1:49 PM
2 v More
Spaces
a Labels =+
Meet Business
Later
® Notes
v Personal
Education
Family
Health
® Home
v Money
® Receipts
Work
v More
—_— Terms - Privacy - Program Policies Last account activity: O minutes ago
Elsg GB of 102 GB (79%) % Open in 1 other location - Details
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Report Submission
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Our Traming Connects

G genpact

TECH
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@
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100% JOB
ORIENTED

el ADVANCE EXCEL
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Proud of my students
for receiving their
certificates today!
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