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CLICK ON BANNER TO WATCH VIDEO


https://youtu.be/0KZ7gqRbtK0
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_INTRODUCTION ) - = MAIN APPLICATIONS X |
Microsoft Office is a suite of - - E '

productivity applications.

It is used to create, edit and

manage d|g|ta| information. MS Word - MS Excel E MS PowerPoint E MS Outlook E MS Access
Mai e Creates and Performs i Createsand ! Managesemail !  Manages
ajor applications include ; ; . , ;
. formats calculations and ! delivers . andpersonal |  databases.
Word, Excel and PowerPoint. documents. manages data. |  presentations. information. |
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“MS WORD

IMPORTANT SHORTGUTS

PHARMACY
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TEXT FORMATTING —
. Ctrl+B - Bold B « Ctrl+C ~ Copy [N
s DEFINITION 3 |
INITIO V| e ctrl+l Italic I e« Ctrl + X - Cut pd
Aa| MS Word is a word-processing application. « Ctrl + U : Underline U « Ctrl +V - Paste (B
2] ltis used to create, edit and format documents. Pontingt Baiciid i e - ik .
« Ctrl+L - Left Align == «Ctl+Y < Rodo C
aa It supports text, tables, images and page formatting. . Ctrl+R — Right Align =
: ) -3 «Ctrl + A - SelectAll ]
4 J | «Ctrl+J - Justify =
— % J
T AT~ SEARCH & NAVIGATION — ( S 1
« Ctrl+N - NewDocument (3 || .ctrl+F - Find Q || Ctl+K - Insert Hyperlink A | «F1 > Spelling & Grammar Check ()
» Ctrl+0 ~ OpenDocument [~ || Ctrl+H - Replace AR || ° Ctrl + Enter — Page Break = | - Shift+F3 - Change Case Aa
e Ctrl+S - Save = : ) "
- : . « Ctrl + Shift + > — Increase FontSize  A™ | « Ctrl + Home — Beginning of Document T
« Ctrl+P - Print = Crl+G > GoTo . = .
r « Ctrl + Shift + < > Decrease FontSize A™ | « Ctrl+End - End of Document 3
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WY = (©)) MS Word helps us to write better, organize information and create professional documents easily. |
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https://play.google.com/store/apps/details?id=co.april2019.pindia
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szl  Calculations using formulas and functions
=1 ;& ********************* : i . *******************************

DEF, ’N'T’ON & Y4 Data analysis using sorting and filtering
FH MS Excel is a spreadsheet application. /ﬁ)ﬂ __-_Charts & graphs for data vnsuahzatlon
7 Itis used to organize, calculate and analyze data. FH Tables and reports preparation
Data is arranged mainly in rows, columns and cells. (}’3 Budgeting & financial calculations
NS J . ,
BASIC FORMULAS ~ COMMON FUNCTIONS 0 NFILE EXTENSIONS "= \
»=SUM(AT:AS) -~ Adds values z SUM() Spilivales B & xlsx = Modern Excel Workbook
. - = AVERAGE() - Calculates average (%] || o :
-AVERAGE(A1 A5) Calculates average X N & i . ‘Older Excel Workbook
MAX() - nghest value i
-=MAX(A1:AS) - Findshighestvalie | || ——— | g
, B . MIN() - Lowestvalue N m )
* =MIN(AT:AS) ~ Finds lowest value [\ COUNT() -~ Counts numeric ceIIs E
. — - ﬂ = aRAE = f-.x lII
» =COUNT(AT:AS)  ~ Counts numeric cells b IF() ” Loglcal test l Excel Spreadsheet Rows + Formulas +
\. ' N , - L Columns + Cells  Functions + Charts 4




“MS POWERPOINT - === @

Slide - Individual page of presentation
QRGINTRON ) 59 Theme - Overall design of presentation
5= MS PowerPoint is a presentation application. L_:"_‘]Transmon—>Effectbetweens||des ____________
= o ; ; i | s ———
L‘Zﬁ It is used to create and display slide-based presentations. <>i Ardmation > Efféckontartiohissts
@ It supports text, images, charts, audio, video and animations. TSlldeMaster—>Controlscommonslldeformattlng
& > A - 7

— W

Ctrl| + [M| — NewSlide + -
(oo -« amite ) I e * REVEVBER S
Ctrl | + [D| - Duplicate [:j PowerPoint ’_T—‘
------------------------------------------ Presentation { L] Transition = Between Slides
F5] -+ SwitSiteBiow (B | | . -
______________________________________________________ -~ Older I
Shift | + - Start from Current Slide - ; %
:] ------- . ------------------------------------------- s PowerPoint * Animation = Objects/Text
Esc > Exit Slide Show - Presentation & b
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AVAILABLE ON

\,DOWNLOAD PHARMACY adMaZoN Flipkart g
... INDIA APP FROM PLAYSTORE ON DELIVERY


https://dl.flipkart.com/dl/pharmacist-punch-subject-wise-topic-theory-objective-book/p/itmd12450928b394?pid=9788199558472&lid=LSTBOK9788199558472MA6AJY&marketplace=FLIPKART&hl_lid=&q=pharmacist+punch+book&store=bks&ctx=eyJkZWxpdmVyZWRCeSI6IiIsImRpc3BsYXlQcmljZSI6IjEyNzkifQ==&fm=eyJ3dHAiOiJwcm9kdWN0Q2FyZExpc3QiLCJwcnB0Ijoic3AiLCJtaWQiOiJBRFMifQ&_refId=&_appId=CL
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ICONS PAR CLICK KARE



https://whatsapp.com/channel/0029VaAabAh545ut7tVgpf08
https://t.me/pindiaplus
https://whatsapp.com/channel/0029VaAabAh545ut7tVgpf08
https://t.me/pindiaplus
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DOWNLOAD “PHARMACY INDIA” MOBILE APP
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Download
PHARMACY INDIA

App from play store



https://play.google.com/store/apps/details?id=co.april2019.pindia
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