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SHORTCUT KEYS

CTRL+C = Copy

CTRL+X = Cut

CTRL +V = Paste

CTRL + A = Select All Content
CTRL+P = Print

CTRL+Z - Undo

CTRL+Y = Redo

CTRL +S = Save File

CTRL + F4 = Close the Active Window
CTRL + O = Open File

CTRL +F2 = Print Preview
CTRL + N = New Document
ALT + TAB = Switch Window
F2 - Rename File

F5 -» Refresh Contents

F12 - Save As

MS WORD SHORTCUT KEYS

CTRL + K = Insert HyperLink

CTRL + E = Align Text To Center

CTRL + R = Align Text To Right

CTRL+ R = Align Text To Left

CTRL +] = Increase Font Size

CTRL + [ =& Decrease Font Size

CTRL + U = Underline Selected Content
CTRL + B = Bold the Selected Content
CTRL + | = ltalic the Selected Content
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FULL FORMS

BIOS = Basic Input Output System
CD = CompactDisc
CD -R = Compact Disc Recordable
DVD = 1. Digital Video Disk
2. Digital Versatile Disk
DVD-R = Digital Versatile /Video Disk Recordable
FTP = File Transfer Protocol
GIF = Graphics Interchange Format
HTML = Hyper Text Markup Language
HTTPS = Hyper Text Transfer Protocol Secure
IC = Integrated Circuit
LAN = Local Area Network
WAN => Wide Area Network
MAN = Metropolitan Area Network
OS = Operating System
PC = Personal Computer
EPROM = Erasable Programmable Read Only Memory
PROM =>Programmable Read Only Memory
ROM = Read Only Memory
RAM - Random Access Memory
SRAM = Static Random Access Memory
SMTP = Simple Mail Transfer Protocol
URL = Uniform Resource Locator
USB - Universal Serial Bus
VPN = Virtual Private Network
WORM = Write Once Read Many
GUI = Graphics User Interface

3|Page



https://t.me/kkeducations

https://kkeducations.com/

POP3 - Post Office Protocol Version 3

CC = Carbon Copy

BCC = Blind Carbon Copy

DNS - Domain Name System/Server

GIS = Geographical Information System
GPS = Global Positioning System

NVSP =» National Voter’s Service Portal
OMR = Optical Mark Reader

OTP - One Time Password

PAN = Permanent Account Number

PDF = Portable Document Format

SQL = Structured Query Language

SSO = Single Sign On

UIDAI = Unique ldentification Authority of India
UPI-» Unified Payment Interface

Wi-Fi = Wireless Fidelity

WWW = World Wide Web

IP = Internet Protocol

NIC -=» Network Interface Card

MAC - Media Access Control

LCD = Liquid Crystal Display

KBPS = Kilobit Per Second

MBPS = Megabits Per Second

GBPS = Gigabits Per Second

IMAP = Internet Message Access Protocol
VOIP = Voice Over Internet Protocol
JPEG = Joint Photographic Experts Group
Email = Electronic Mail

E-PDS = Electronic Public Distribution System
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BHIM - Bharat Interface for Money

AEPS - Aadhaar Enabled Payment System
PNR =» Passenger Name Record

HDMI = High-Definition Multimedia Interface
VGA = Video Graphics Array

CPU = Central Processing Unit

KEY POINT
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e Input Devices (3¢ fZaEa):
> Keyboard (Fd13)
Mouse (HT39)
Touch Pad (c3 U3)
Track Point (& disc)
Track Ball (& diel)
Joystick (STsfEca)
Graphics Tablet (ITfthea Eaelc)

Scanner (TheiX)

OMR (Optical Mark Reader)

OCR (Optical Character Recognition)

Bar Code Reader

MIDI Devices (Musical Instrument Digital Interface)
Speech Recognition Device

Webcam

>
>
>
>
>
>
>
>
>
>
>
>
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e Output Devices (3m3¢ye ZaEds) :

» Monitor (HifieX)

> Printer (FieR)

> Plotter (TolleY)

> Speaker (THTHI)

> Multimedia Projector (FecIaI3dT HoldeX)
e Impact Printer (3% ) :

> Character Printer (@& ) -

Example (318301) :
1. Dot Matrix Printer (3¢ #feaa <)
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2. Daisy Wheel Printer (33 gl et )

> Line Printer (a3 f9ieX)

Non Impact Printer (71 s#iee fe) :

1. Inkjet Printer (3&aic UX)

2. Laser Printer (oo )

3. Thermal Printer (2Fa X))
Modem (H13#) : A3H s f3asy § SHer 39ART Sollmld oS
d 9Ted TATeeT fAeaad (Analog Signals) #I f3foes Rvsrew
(Digital Signals) 3iX 3fareer Restera (Digital Signals) #\
waATdreT f@7aad (Analog Signals) ® gRafdd &tar & |
Search Engine (&< g<ie) -

1. Google (3[ITeT)

2. Yahoo! (31g)

3. Bing (f&am)

4. DuckDuckGo (3&-3&-71)

5. Ecosia (SepITaam)
Mobile Wallet (RleT$er arae) -

1. PayTm (9&1T#)

2. Freecharge (I droR)

3. State Bank Buddy (¥cc d& 3I)

Mobile Payment App (Rer$er d3ic ty) -

1. Google pay
2. Paytm

3. Amazon Pay
4. Phone Pay
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eComerce/Shopping Website/App (3-Frad/enaeT
dedTEe/TY) -

. Aljnazon U

. Flipkart W -
- Messho 24\@‘0\3
. Shopsy </ o

. Snapdeal 9
. Myntra

Social Media Website/App (derer #Hifsar aeage/ey) -

. Facebook
. Instagram
. YouTube
. Twitter

. Threds

. Linkedin

Cloud Storage (Fa138 ¥R) -
1. Google Drive (3[Tel 31$4)

2. Microsoft One Drive (ATSsHIAIFC o1 315d)

3. DropBox (3Ta«iery)

4. Raj eVault (I<T 3-dfec) - Ig ToTT FT Biocd seaaee

AR & |

TS TIF G o ATH T oA & fAarfaar forar ofr aansi
& AU & AU RGRIT gof a0 A9 FATAT FH fAIR0T T
THhd ¢ |
TR HTS FFaad Jar3 & fow Visit Website
https://uidai.gov.in/
&1 fewhe githeT el 3R 3T ¢oT HHTT 3w Qanl & fav

Visit Website : https://www.irctc.co.in/
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RSRTC (ISIEYT U HIF IRAgsT A919) IS H a9 Adm
YeTel el ATl Ueh HIdolleleh huell & | 39 3ffeTeligel ichal el
e 97 GFAT 38 a3l & faw Visit Website
https://rsrtconline.rajasthan.gov.in/

Email & 97 ST dTel 37718 TSl T SPAM (FU4H) &gl ST § |
3T s AT HT T&AT 12 gidl § TAT I3 s AdT Y
gear 10 gidr ¢ |

Tsa} 3ceh | 3MTH ATTh! STIhRT AR STl & 2 o8 39
qrAas, IR AT, FedATad, e scanfe 38 e (Phishing) Fgr
ST ¥ |

TASAIT (Spyware) Teh UAT ATFeAIX (Software) g it 3Tdeh
hTgEY I SITGAT HIAT & TH MY T FIAT3T FT 37T Tl
T § |

gres 3iceh : a. YrAds 31ed b. AT c. T T

MS Word, MS Power Point , MS Excel & 38 , 39 , 91¢ g
& foT sawe &9 (Insert Tab) T 39TT fhaAT ST § |

MS Power Point & = ¥ali$s & faU 2icehe Key CTRL + M &7
39T AT 1T § |

MS Word &l 3931eT siagae $T @& 31T 9"9or (Document)
MS Excel &7 393191 Fsefic (Spreadsheet) samaT 3R Furfga
ST |

MS Power Point &l 39JT9T Saieerd Basa FIaT |

RAM - Volatile (areiersel) | ROM - Non-Volatile (Aid-aroiersd)
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