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Introduction Introduction RYRY !
software
MSDOS Operating MSDOS Operating System e v
System AN
Quiz on ms dos Windows Operating v
System:
: Introduction to Desktop,
Introduction on : ANy
windows V using the mouse, my VARV
computer, closing — max —
min an open window, creating
new folder
Quiz on windows selecting folders, finding ¢
folders or files copying and
solve problems | moving files and folders. Hov]  Y3/yY/Y ¢
to start any program shut
Down formatting floppy disk
scandisk, arranging icon, °
Solve problems run, he|p’ etc. ARWARVARRE
Win Word: 1
Introduction Description of the c_)pening
on word screen components, Tltlg bar] Y./ Y/voe
menu bar, toolbars creating a
new file,
Monthly Exam. opening an exiting file, the us v
of the close, save, save as,
Solve problems page setup, print preview, LYARVARRE

print, edit undo, typing, repea

typing, cut copy paste, clear,
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select all, find replace, go to,
etc,
Quiz on word VIEW (Tool bars header and A

footer, zoom) INSERT (page
numbers, symbol, footnote,
picture ----- Textbox object).

Solve problems AR AR A RN

FORMAT (font, paragraph, A
bullets and numbering,

Solve problems borders and shading, \RVAVARRE.

columns). TOOLS (Spelling
and grammar, language).

TABLE (insert tables, insert
rows, delete cells, split cell,
Solve problems select row, select column, \AVERVARRE:
table auto format, sort,
formula).
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Excel
How to start Excel
program, Menu bar, tool
bar,
formula bar, worksheet ¥
cell, creating new
Solve problems workbooks, Clearing \EVERVARRE.
cell, saving your work,
closing workbook, zoom
drag and drop, insert v
cells, delete cell find,
Solve problems replace, auto sum,, YR FARRK)
enter a formula
manually,

formatting work shget, WRTRP ¢

Auto format, print,

Introduction on excel VWYY aNe

Quiz on excel
Solve problems
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print preview,.
Drawing charts.
Introduction on power; power point: e s
point
— - T
Solve problems Descrlptlon of its Ye/ ¥/Y Ve
features and use,
1 \%
Solve problems the function of toolbars v,/ v /¢ 1o
Quiz on power menu items (File, Edit, A
point .
Solve problems \/_IeW' Format, TOOIS’ VAR TARRE
Side show.
Monthly Exam. Introduction Computer Aided Ve/utirere 1
on AutoCAD Programs/AutoCAD
Description of the ¥
Solve problems facilities provided by \AVAETARRE.
Auto CAD
i i AR
Solve problems dr&Wlng various AR TARRL
Quiz on auto ,. Geometrical patterns. WY
cad .
The wuse of various
Solve problems tOO!S pI"OVId_ed and Y ALARRE
various menu items.
Introduction on introduction on TRV Y Al
internet Internet
i Ve
Solve problems The client /Server \RYAXTARRE
model
Quiz on - . o
internet Solve problems Readmg an internet Y ‘L/. JARRK,
address
Electronic mail on the] +Y/:%/Y:\e l
Solve problems .
internet
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