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English Typing

'_V?/ldnagws pasic, Ms-Word, E-mail

Ms-Power Point
R e

Contents

1. Windows Basic

% Introduction to Graphic user interface

% Starting & shooting down Windows

» Basic Windows Elements — Desktop, Taskbar, My computer, Recycle Bin etc

» Concept of File & Folders ’
2. Word Processing/ Ms word

5 Creating, Saving & opening documents

» Typingin Devanagari & English
Text formatting (Font, Size, color, Underline, ltalic, Bold etc) & Paragraph formatting
(alignment, indentation, spacing )

v

inserting header & footer, Page number

Page setting (margin, page size, orientation) previewing & Printing documents
Finding and Replacing Text . '
Creating lists with Bullets and Numbering

Creating and Manipulating Tables

Borders and Shading

~Y V VYV VY Y Y

Use of Indentation and Tab Setting
3. Electronic Spreadsheet

v

Concept of Electronic Spreadsheet

\ 4

Creating, Opening and Saving Workbook

Y

Elements of Electronic Spreadsheet Environment (Menu, Toolbars, Status bar, Rulers,
Scrolibars, etc.) : N

Editing, Copying, Moving, Deleting Cell Contents

Familiar with Devnagari fonts

Formatting Cells (font, Border, Pattern, Alignment, Number and Protectioh)
Formatting Rows, Column and Sheets

Using basic function and Formula.

v ¥V VY VY

Page setting, Previewing and Printing

e
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» Sorting and Filtering Data
4. Ms- Power point:
» Concept of Power Point.
» Creating, Opening and Saving Slide
» Creating and managing presentations, working with text and slides, formatting elements,
and applying animations and transitions.
Specific topics include navigating the interface, using the Ribbon and Quick Access

Toolbar, creating new presentations, inserting and formatting text, images, and other
media, applying design themes, and managing slide content and layouts.
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