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UPDATE OFFICE 2010 Describes the new or additional features introduced in MS Office 2010.

Term-wise papers that conform to the continuous assessment recommendations of various boards.

WORKSHEETS Unit-based, and conform to the continuous assessment recommendations of various boards.

Time-saving keyboard shortcuts for menu commands.

TOP TIP Useful tips on options available for different operations.

Situational exercises along with their solutions to reinforce learning.

COMPUTER MANNERS Computer etiquette explained through cartoon strips.
TRICKY TERMS List of important terms with definitions at the end of each chapter.
MEMORY BYTES Summary of each chapter for quick recapitulation.

Question sets to test learners on all aspects of conceptual theory covered in a chapter.

IN THE LAB Practical exercises enabling concept application to real-life situations.

Important information and suggestions on creative approaches to a chapter or topic.

APPENDICES Includes projects, Cyber Olympiad questions, revision questions, and keyboard shortcuts.
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KEYBOARD 1 to 8 (Windows 7 and MS Office 2007 with MS Office 2010 updates), is a Sangeeta Panchal is
presently a senior teacher in
the Computer Science

Department of Hans Raj
design and graphics software, namely, Flash, HTML, Visual Basic, Dreamweaver, and Model School. New Delhi.

comprehensively revised edition of Keyboard Computer Science with Application Software.

The books have MS Office 2007 modules along with Logo at the primary level, and include

Photoshop, in the middle school books. She has been a member of the

computer science syllabus-
KEYBOARD Information Technology CBSE IX and X (Windows 7 and MS Office 2007 with designing committees of both

MS Office 2010 updates) fully include the Secondary School Curriculum 2014 prescribed by the NCERT and CBSE.

the CBSE for subject code 165. It covers the basics of Information Technology (IT),
Alka Sabharwal is currently

a senior teacher in the
Computer Science
tools, spreadsheetsand database managementare dealtwith in detail. Department of Hans Raj

Model School, New Delhi.

Information Processing Tools, Office Tools, HTML, and XML, with special sections on IT

applicationsand thesocietal impacts of IT. Under Office Tools, word processing, presentation
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