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COMPUTER LITERACY
AIT_DOS{I ! )ducﬁmHo—C—'omp:fIerfﬁmc-lamemals—.—Md.-—Gd,—.Rd,__GGR, e
1re .
Type—Copy—ConRenane: V—Del

DOWS: - .
2.1. wlll\lroduction to windows, making folders, windows explorer,
n . .0 - 4
WordPad, document_scanning and_pr inting; cut, copy, paste_and
backup of files and folders.

3.2. MS-WORD:

I. File, edit, cut, copy, paste, standard tool bar, formatting, toolbar, paste
| ( special, hyper link, clear, select all, ﬁnd,_replace, £0 to. :
_ II. Header & Footer, page, break, date & time, auto text, symbol, picture &

word art.

| . Fonts (including Punjabi), paragraph, change case.
IV. Spelling & grammar, word count, auto correct, mail me

rge.
V. Table, sort.

1.3. EXCELs:

l. New, open, save, (File Menu), concept of book sheet, se

lecting whole
columns & rows,
Il Cut, copy, paste, paste special, fill clear, delete, delete sheets, find replace,
g0 1o, ‘
- . Toolbar, insert cells, rows, columns.

. Chart, format cells, auto correct.
V. Spell check, sort.

54. POWERPOINT:
Introduction to Pow

erPoint, slideshow, inse
apply design & rehearse limings.

3. INTERNET:
Intr

rt new slide, duplicate slide,

oduction to internet. ¢

ening email account, checking and sending

emails, searching information, document attachments in_email, using
J i"lmtsApp in browser.
P
x\?l\c\‘\l‘i YIz\e thr ugh ti ajiont T
oyl portion is not relevant, hence deleted and new additi
QU yidniat P NN ,

<
Su" _—
dlmn;ﬁiajﬁgunaﬁﬁyfandunueﬂuu.



https://v3.camscanner.com/user/download

