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ABOUT THE ICAI
The Institute of Chartered Accountants of India is a statutory body established by an Act of Parliament viz., The Chartered 
Accountants Act, 1949 in the year 1949 for regulating the profession of Chartered Accountancy in the country.  The Institute, 
which functions under the administrative control of Ministry of Corporate Affairs, Government of India, has five Regional Councils 
at Mumbai, Chennai, Kanpur, Kolkata and New Delhi.  It presently has 153 Branches covering the length and breadth of the 
country, 22 Chapters outside India and an overseas office in Dubai.

Founded 66 years ago with just seventeen hundred members, the Institute has grown to cross mark of 2,46,000 members and 
9,35,000 students as of now.  A significant majority of our membership is in practice and a good deal of specialisation in traditional 
areas of direct/indirect taxes and in emergent specialism’s inter-alia, in financial services, information technology, insurance 
sector, joint ventures, mutual funds, exchange risk management, risk and assurance service environment/energy/quality audits, 
investment counseling, corporate structuring and foreign collaborations.  The other half was/is in employment, many occupying 
senior positions such as CMDs in Banks/Financial Institutions, CEOs in leading and reputed public/private sector companies etc.

One of the important elements of the developmental role of the Institute is to make contributions to Government authorities 
and Regulations viz., the Ministry of Corporate Affairs, Trade Policy Division of the Ministry of Commerce, CBDT, RBI, IRDA, C&AG, 
SEBI etc. to name a few, on relevant matters of importance to the economy and profession.

On International front, the Institute, a permanent member of International and Regional Accounting bodies, like International 
Federation of Accountants(IFAC), International Accounting Standards Board(IASB), Confederation of Asian and Pacific 
Accountants(CAPA) and South Asian Federation of Accountants(SAFA) has made its presence felt through its effective and 
sustained contribution Professional bodies like American Institute of Certified Public Accountants(AICPA) in U.S.A.  The Institute 
of Chartered Accountants in England and Wales(ICAEW) in U.K. and a host of similar bodies in many other countries have signed 
MOUs with our Institute for professional collaboration in areas such as education, examination, training etc. and on issues 
confronting the accounting profession worldwide.

The Institute, being a statutory body, is administered by a Council which is the highest policy making body of the chartered 
accountancy profession.  The Council is comprised of 40 members of whom 32 are elected from among its members spread all 
over the country.  The remaining eight members are nominated by the Central Government representing such authorities as the 
Comptroller and Auditor General of India, Ministry of Finance, Ministry of Corporate Affairs and persons of eminence from the 
fields of law, banking, economic, business, finance, industry, management, public affairs etc.

ABOUT EIRC
In 1952, Eastern India Regional Council (EIRC of ICAI) was constituted with its jurisdiction on West Bengal, Orissa, Assam, Tripura, 
Sikkim, Arunachal Pradesh, Mehalaya, Nagaland, Manipur, Mizoram and the Union Territory of Andaman & Nicobar Islands.  The 
founder Chairman was Mr. Molay Deb and the office of EIRC was located in the 2nd Floor of 7, Hastings Street(Now renamed as 
Kiron Shankar Roy Road).

On 10th December, 1975, the foundation stone of the present EIRC Building at 7, Russell Street (Now renamed as 
AnandilalPoddarSarani) was led by the then Chief Justice, Calcutta High Court, Hon’ble Justice Shankar Prasad Mitra.  On 14th 
April, 1977, the building was inaugurated by the then Hon’ble Governor of West Bengal, His Excellency Shri A.L. Dias.  

On 17th January, 2014, the Second State of Art Building at 382/A, Prantik Pally, Rajdanga, Kasba, Kolkata-700107 has been 
inaugurated and the same is in operation to cater its dedicated service to its more than 23,005 Members and 83,690 Students.

EIRC has 11 Branches, 18 Study Circles, 5 Study Circles for Members in Industry, 5 CPE Chapters and 8 Study Groups.

EIRC has the privilege and pride in presenting 10 Presidents to ICAI and each one of them has enriched and empowered the 
profession through their visionary leadership and innovative dynamism.

The cherished dream of EIRC is to kindle the spark within the fraternity and to make the members world class professionals as 
well as good human beings – to contribute as an active partner in the nation building exercise.
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Dear Professional Colleagues,

“The capacity to learn to is a gift; the ability to learn is a skill; the willingness to learn is a choice.” 
– Brian Herbert

I always had a dream to make all corners of my esteemed fraternity to cope with all the latest 
technological developments, Understanding and appreciating that we professionals are left with 
very little time to learn about technological advancement which our world has gone through, 
hence lagging behind different know how of the IT Field. I take this opportunity to introduce a 
course for our elderly professionals, 50:50 Technology for Senior Professionals – 50 Key areas 
to learn in Computers and Information Technology.

Senior professionals facebarriers and challenges when it comes to adopting IT techniques. With 
passage of time and also seeing the demand of the hour and keeping in mind the concept of green 
initiative throughout the universe, IT know how and knowledge is something which cannot be 
denied& avoided for long. In line of the same which is miles apart from the previous practices of 
hard copies communications we have moved a long way in bringing the IT world in effect. I hope 
this design of course will immensely help our senior professionals which will provide them with 
necessary aid to deal with the required IT knowledge.

I wish to place on record the contribution and unstinted support by all my colleagues in the 
Regional Council & Central Council in providing all out support for conduct of this course. I must 
make special mention of CA SanjibSanghi, Chairman, Information Technology Committeeof EIRC 
who has put tireless effort in making this course a reality.

Wish all the participants a great learning experience.

Date : 9th April 2016 CA Anirban Datta
Place : Kolkata Chairman, EIRC   

Chairman’s Message
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Chairman Information Technology Committee’s Message

Dear Professional Colleagues,

Let’s Bring Technology to our Profession. This was my mantra since inception as the Chairman of 
the IT Committee of EIRC of The ICAI. Taking a step forward in this direction we have designed this 
course 50:50 Technology for Senior Professionals – 50 Key areas to learn in Computers and 
Technology.

Learning has no age. We all are aware that there are many people in their 50’s and 60’s going 
back to college to earn their degree. At that point in their life they are probably doing it because 
it is something they want to accomplish. In a similar way Technology is vast changing and with 
Computers now being a part of life, there are many elderly professionals who want to get expertise 
in handling the same, with this intention we have launched this course to share our knowledge 
with them and to make them aware what a wealth of knowledge is available online. I certainly feel 
that this small step will have some impact in enriching their lives and empowering them.

I take this opportunity to place on record my sincere gratitude to CA Anirban Datta, Chairman, 
EIRC for entrusting me with this responsibility of being the Chairman of Information Technology 
Committee of EIRC. I would like to appreciate the sincere efforts of the dedicated team of 
professionals who have worked to make this course a reality.

I am sure that the members will definitely benefit from this course and it would create some 
difference in their life. I would be glad to receive inputs and suggestions for designing more of 
such courses in the near future.

I would just end by saying “It is not what Technology does to us, it is what we do to Technology. 
Get smart with Technology, choose wisely and use it in a way that benefits both you and those 
around you”

Date : 9th April 2016 CA Sanjib Sanghi, 
Place : Kolkata Member, EIRC 
 Chairman, IT Committtee, EIRC    



50 : 50 Technology for Senior Professionals

5



50 : 50 Technology for Senior Professionals

6

C o n t e n t s

What you can do with your computer and Internet

l Research on Topics on Internet 

Ø Google .............................................................................................................................................................................. 7

Ø Wikipedia ........................................................................................................................................................................ 8

l Emails & Instant Messaging 

Ø Gmail ................................................................................................................................................................................. 9

Ø Whatsapp ......................................................................................................................................................................15

l Keep in touch with Friends, family and Clients

Ø Face Book ......................................................................................................................................................................18

Ø Skype ..............................................................................................................................................................................20

l Plan your Travel and Shop Online ..............................................................................................................................26

l Railway Online Reservation ..........................................................................................................................................26

Create and edit documents using MS Word

l Getting started with MS word .....................................................................................................................................33

l Editing and formatting document 

Ø Text formatting ...........................................................................................................................................................34

Ø Paragraph formatting ...............................................................................................................................................34

l Track Change  ....................................................................................................................................................................36

l Page Setup & Printing

Ø Page Setup : ..................................................................................................................................................................37

Ø Printing: .........................................................................................................................................................................38

l Few simple MS Word Shortcuts ..................................................................................................................................39

Work efficiently using MS Excel

l Getting Started with MS Excel  ....................................................................................................................................40

l Formating Data in MS Excel .........................................................................................................................................41

l Learning Formulas for daily use  .................................................................................................................................42

l Graphs & Charts to make your client smile.............................................................................................................43

l Page Set up & Printing ...................................................................................................................................................46

l Few simple MS Excel Shortcuts ...................................................................................................................................50



50 : 50 Technology for Senior Professionals

7

Google
  It is the most popular search engine on the World Wide Web, handling
  more than 3 billion searches each day.
  To visit this site type
  http:\\www.google.com  in the address bar and press enter key (Figure 1.1.1)

1) Write Text or Part of the text to Search 
2) Click on Google search button and see the result (Figure 1.1.2)

What you can do with your Computer and Internet

Research in Topics on Internet
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Wikipedia:
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Emails & Instant Messaging (Gmail, Whatsapp)

What is gmail?
Gmail is a free, search-based email (Webmail) service, which is accessible from a Web browser 
anywhere in the world so long as an Internet connection is present.
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Step2 : Fill up the following details (figure : 2.1.2 & 2.1.3)
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Ø Step3 : Click on Show me my account to complete the Step (Figure 2.1.4 , Figure 2.1.5)

Ø Notice the 3 emails that you have received from Google in your inbox

Ø The emails have 3 tutorials explaining some of the features of Gmail.
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Exchange of Message through Gmail
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Whatsapp

WhatsApp is a play on the casual greeting “what’s up?”. It is an ad-free mobile messaging app that allows 
users to exchange text and media messages through their Internet data plan or through Wi-Fi. Users do 
not have to pay for SMS. Once you start using WhatsApp to connect with your friends, you’ll wonder how 
you ever lived without it!

Download WhatsApp (Figure 2.2.1)

*The app is available on its website and in the iTunes App Store and  Google play Store.
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Step 4 : Sign out from your account (figure 3.1.4). Don’t miss to logout after you are done.
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Skype

Skype is for doing things together, whenever you’re apart. Skype’s text, voice and video make it 
simple to share experiences with the people that matter to you, wherever they are.

With Skype, you can share a story, celebrate a birthday, learn a language, hold a meeting, work with 
colleagues – just about anything you need to do together every day. You can use Skype on whatever 
works best for you - on your phone or computer or a TV with Skype on it. 

Let’s get started.

We need to download Skype from the internet.

You can search download Skype in Google or you can go to this link directly - 

http://www.skype.com/en/download-skype/skype-for-computer/

And just click on download and it will download to your computer. (Figure 3.2.1)
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After downloading Skype install it in your computer using wizard as given bellow (Figure 3.2.2)
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Once you installed it you will see a screen as below.

Now you need to enter either Skype names or email or mobile no and password or if you don’t 
have any click on “create an account” or if you want to sign in with Facebook there is an option also.  
(Figure 3.2.3)

Now in following window (Figure 3.2.4) we will see how to create a new account by clicking on 
“create an account” option as directed in above picture.
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Once you have successfully created your Skype Account, Login as directed in the penultimate picture 
you will see a screen as below asking for setting up Skype. (Figure 3.2.5)

After you have set up your webcam and Microphone go ahead and click on continue. (Figure 3.2.5)

You will see the next screen like below. Where you may add a profile picture or skip it by pressing add 
later or continue. (Figure 3.2.6)

To Add a profile Picture:

To add your profile picture you can go ahead and use your webcam or if you have any picture saved in 
your computer just click on add files and select your favorite one and click on continue. (Figure 3.2.6)
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You will be on next screen (Figure 3.2.7)

Click on “use this picture” to go to next and final stage. (Figure 3.2.7)

The following is the home screen of Skype and the main parts are marked in the given picture.  
(Figure 3.2.9)
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In the following screen you will see how to communicate with your friends & family using skype. Click 
on any friend’s name from the list and use the marked options. (Figure 3.2.10)
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Plan your Travel and Shop Online
Gone are those days when we needed to queue hours before the reservation counters or you 
wait to take out some time from your busy schedule to buy some books, gifts or somephing 
for your self.

Railway Online Reservation

Now let us learn how to book a ticket using http:\\www.irctc.co.in

Step 1: Create a new Account
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Getting started with MS Word

Create and Edit documents using MS Word

2013 / 2010 / 2007
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Editing and formatting document
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Example of Text and Paragraph Formatting

Plain text before formatting :
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Track Change :

To keep a Track of changes that is made to a document. Following are the steps.
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Printing :

In MS- word application Printing in not a critical issue. Just make sure that you have properly 
selected the page setup related option as shown above (especially Paper Size).
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Few simple MS Word Shortcuts
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Getting started with MS Excel

Work efficiency using MS Excel
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Formating Data in MS Excel
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Excel Charts to make your Client smile
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Page Set up & Printing

Steps involved :

Step 1: Select data to be printedPage layout tab  page setup group print area icon set print 
area
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Step 2 : Set heading Row in case of multiple page printclick the raised button  open page set up 
dialog  box go to sheet tab select row to repeat
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Final Step : File Button Print Option Click on Print Icon to Get Hard Copy
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Few Simple Excel Shortcuts

Before concluding let us learn few shortcuts key that can make working with excel much 
easier

i) Ctrl + X : To cut the data from present cell range to other cell range for example from 
A2-C9 to D2-F9 or even to other sheet of same or different excel.

ii) Ctrl + C : To copy data from a cell or range or cells

iii) Ctrl + V : To paste the copied data into another cell or range of cell in same sheet, 
other sheet or any other place like MS Word, MS Powerpoint, etc

iv) F2 : Edit Cell Contents

v) Ctrl + 1: To open format cells dialogue box

vi) Alt + = : To add range of cells with numbers (Auto Sum)

vii) Shift + F11: Insert new Worksheet
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