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   Excel  
1 - CTRL+PGDOWN :   

        . 
2 - CTRL+PGDOWN :   

       .  
3 - CTRL +     :

             
         

      .   
   10       
              

          
    .      

         
          

 .  
4 - HOME +CTRL :    

           
A1   . 5 - 1 +CTRL :    

           
    . 6 - SHIFT+L +

CTRL :         
     .  

   
1 -     Ctrl+N  
2 -     O +Ctrl  
3 -     F6 +Ctrl  
4 -     S+ Ctrl  
5 -    P +Ctrl  
6 -    W +Ctrl

    :
1 -          +Ctrl  

   + Ctrl  
2 -        +Ctrl  

   + Ctrl  
3 -      Page up  
4 -     Page down  
5 -   Home  
6 -   End  
7 -    Home +Ctrl  
8 -    End +Ctrl  
9 -         

10 -         
11 -          

      
12 -            

   

 ICDL
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     ...  

7 - F4 :      
  .          
        F4     
          

   .         
 A1    F4       
A1        A$1$ 

  .  
8 - T +CTRL :      

              
 TABLE   .  

9 - S +CTRL :       
         

  .  
10 - N +CTRL :      

    .  
11 - O +CTRL :      

        .  
12 - W +CTRL :       

           
 . 13 - F+ CTRL :     

        .  
14 - SPACE+ CTRL :     

           
         

. 15 - SHIFT+SPACE :   
           

        
 .  

) (  Del +Ctrl  
13 -            

) (  Backspace +Ctrl  
14 -         

page up +Ctrl  
15 -         

page down +Ctrl
      

1 -        
    +shift  

2 -          
    +shift  

3 -         +
Ctrl +shift  

4 -    End +shift  
5 -           

  +Ctrl  +shift  
6 -    Ctrl +A  
7 -      G+Ctrl  

      
1 -       

Backspace  
2 -            

       Delete  
3 -      Backspace +

Ctrl  
4 -        Delete +

Ctrl  
5 -       X +Ctrl  
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      ) (  

16 - ALT :=+      
 AUTOSUM     .

          
        

          . 
17 - B+CTRL :     

      BOLD  
     .  

18 - F1+ CTRL :        
              

        .  
        

             
        .  
19 - END +CTRL :     

        
  .  

20 - ENTER+ ALT :      
           

        . 
21 - D+ CTRL :      

           
      .  

22 - +ALT+V CTRL :    
Paste Special        

Paste        
         .      
       Paste .  
23 - +SHIFT+END CTRL : 

6 -        C +
Ctrl  

7 -     V  +Ctrl  
8 -     F7  
9 -     F  +Ctrl  

10 -     H  +Ctrl  
11 -  Z +Ctrl Undo  
12 -  Redo Ctrl+Y  
13 -         

Enter  14 -       
Tab Outline  15 -      

           
Tab  

16 -      0 +Ctrl  
      

1 -   F+Shift+ Ctrl  
2 -    P+Shift+ Ctrl  
3 -    Ctrl +B  
4 -    Ctrl +I  
5 -      Ctrl +U  
6 -       Ctrl +

D+Shift  
7 -     Ctrl +Space 

Bar .8 -     1 +
Ctrl .9 -      2 +
Ctrl .10 -  5/1    

5 +Ctrl .11 -      
Ctrl +E .12 -      
Ctrl +L .13 -    
Ctrl +R  



9  
 

     ...  

             
    .  

24 - +SHIFT CTRL + 
  :         

             
     .  

    A5          Z 
   .    CTRL  

SHIFT       
     A5   Z5   

 .  
25 - 0+ CTRL :     

          
    .  

26 - 9 +CTRL :      
          

 .  

   Word  
   Power Point 

1 -   N +Ctrl -   
 .2 -   O +Ctrl -    
     .3 -     W  +
Ctrl -   .4 -     F4 +

ALT -     .5 -   
Q +Ctrl -     .6 -  

 S +Ctrl - .  
7 -  F12 -   ....  
8 -   M +Ctrl -    

14 -       Ctrl  +
J .15 -         

Ctrl +M .16 -      
 Ctrl +M+Shift  

17 -     Ctrl +Q  
18 -     F9 .19 -  

    F9 +Shift  
20 -      Alt+F9  
21 -         

 +]Ctrl[  
22 -        

 Ctrl +AK+shift  
23 -    Ctrl+F+shift  
24 -     F3+shift  
25 -        

P+shift+Ctrl .26 -     
  T+Ctrl .27 -     

  T+shift+Ctrl  
28 -    A+Ctrl  
29 -       

Enter+shift .30 -      
  Ctrl+Enter .31 -    

   H+Shift+Ctrl  

    
1 -   B +Ctrl -     

 )  ( .2 -    I +
Ctrl -    ) (  .

3 -   U  +Ctrl -     .


