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6 Microsoft Windows
15 Microsoft Word
15 Microsoft Excel
9 Microsoft PowerPoint
6 Web Browsingand Communication
51 Total

Gilebully aigo Jgaally duyai §)9a J4 Cudgi:dhgalo *




:doglinll yqgino

Course Name

Computer Environment
First Steps with the Computere
Basic Information and Operationse
Text Editinge
Desktop
Work with Iconse
Work with Windowse
Managing Files
Conceptse
Files and Folderse
Working with Filese
Copy, Movee
Delete, Restoree
Searchinge
Compressing Filese
Viruses
Conceptse
Handling Virusese
Print Management
Setupe
Print Outputse

Content

Windows10




Working with Documents
MicrosoftWord

Open, close a word processing applicatione
2021
Open, close documentse
Save & Save ase
Use available Help functionse
Use magnification/zoom toolse
Main Operations
Switch between page views modese
Insert symbols or special characterse
Display, hide non-printing formatting markse
Copy, move and delete texte
Use the undo, redoe
Formatting
Text Formattinge
Paragraph Formattinge
Document Formattinge
Stylese
Objects
Table Creatione
Table Formattinge
Pictures & Imagese
Charte

Copy, move, resize and delete objectse
Mail Merge

Understanding Mail Mergee
Open & Prepare a Main Documente

Open & Prepare a Mailing Liste

Merge a Mailing List with a Lettere




Working with Spreadsheets
Open, close a spreadsheet applicatione
Create a new spreadsheete
Save and Save ase
Use available Help functionse
Use magnification/zoom toolse
Cells
Insert Datae
Select Cellse
Rows and Columnse
Edit Datae
Duplicate, Move and Deletee
Search and Replacee
Sort Datae
Use the undo, redo commande
Use the Auto fill toole
Managing Worksheets
Insert, delete rows and columnse
Modify column widths & row heightse
Freeze, unfreeze row and columne
Insert & Delete Worksheetse
Rename Worksheete
Move & Duplicate Worksheete
Formulas and Functions
Arithmetic Formulase
Create formulas using cell referencese
Understand standard error values associated with usinge
formulas
Functionse

Use the logical functione

MicrosoftExcel

2021




Working with Presentations

. C Microsoft
Open, close a presentation applicatione -
. PowerPoint
Create a new presentatione -
2021

Save and Save ase
Use available Help functionse
Use magnification/zoom toolse
Developing a Presentation
Presentation Viewse
Slidese
Using Design Templatese
Master Slidee
Text and Images
Text Input, Formattinge
Listse
Tablese
Pictures, Imagese
Duplicate, Move, Deletee
Use the undo, redo commande
Charts/Graphs Drawn Objects
Using Charts/Graphse
Organization Charte
Drawn Objectse
Duplicate, Move, Deletee
Slide Show Effects
Preset Animatione
Transitionse

Prepare Output

Preparatione

Printinge

Deliver a Presentatione




The Internet
Concepts / Termse
Security Considerationse
First Steps with the Web Browsere
Adjust Settingse
Web Navigation
Accessing Web Pagese
Using Bookmarkse
Organizing Bookmarkse
Forms
Complete a web-based form usinge
Submit, reset a web-based forme
Web Searching
Using Search Enginese
Preparatione
Saving Files
Save a web pagee
Download files from a web page.e
.
Printing
Prepare a web page for printinge
Preview a web pagee
Choose web page print output optionse
Electronic Communication
Concepts / Termse
Security Considerationse
First Steps with e-maile
Adjust Settingse
Electronic Mail Messaging

Read a Messages

Web

Browsingand

Communication
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