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1. computer Fundamentals 
1.1 Hardware and Network Devices Identification 
1.2 Assembling and Dissembling Computer Sets 
1.3 Hardware and Network Troubleshooting 
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2. Operqting System 
2.1 ~ i i e  Management with Windows Explorer 
2.2 Finding files of folders and saving the result 
2.3 Starting a program by command line operation 
2.4 System tools:- disk scanning, disk defragmenter, backup, restore, format 
2.5 Changing window settings 

3. Microsoft Word 
3.1 English, Nepali and Unicode Typing 
3.2 Creating lists with Bullets and Numbering 
3.3 Creating and Manipulating tables : Borders and Shading 
3.4 Creating Newspaper Style Documents Using Column 

3.4.1. Inserting Header, Footer, Footnotes, Endnotes, page Numbers, File, Page 
break, Section break, Graphics, pictures, Charts, Word 4rt, and Symbols & 
Organization Chart 
3.4.2. Opening & saving different types of document 
3.4.3. Changing Default setting 
3.4.5. Mail Merge 
3.4.6. Autocorrect, Spelling and Grammar Checking, and Tliesaurus 
3.4.7. Security Technique of Documents 

3.4.8 .Setting Page Layout, Previewing and Printing Documents 
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4. Microsoft Excel $>.,.' ... .. -% ;: ? \ 
' $3 . , 4.1 Creating, Opening and Saving Work BOA$ -.-:.-=-Ti. : .  , 

4.2 Elements of Electronic Spreadsheet Environment (Menu, Toolbars, Status bar, Rulers, 
~crollbars, etc) 

4.3 Editing, Copying, Moving, Deleting Cell Contents 
4.4 Formatting Cells (Fonts, Border, Pattern, Alignment, Number and Protection) 
4.5 Formatting Rows, Column and Sheets 
4.6 Using Formula- Relative Cell and Absolute Cell Reference 
4.7 Using basic Functions 
4.8 Generating series 
4.9 Changing default options 
1 . 1  0 Sorting and Filtering Data 
4.1 1 Suin~narizing Data with Sub Totals 
4.12 Creating Chart 
4.13 Inserting Header and Footer 
4.14 Spell Checking 
4.15 Importing from and Exporting into other Formats 
4.16 Page Setting, Previewing and Printing 

5. Microsoft Power Point 
5.1 Creating, Opening & Saving Slides 
5.2 Formatting Slides 
5.3 Slide Show 
5.4 Animation 
5.5 Inserting Built-in picture, picture, Table, Chart; Graphs, Organization Chart etc. 

- The End - 


