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1. Windows Basic

Introduction to Graphical User Interface

Starting and shutting down Windows

Basic Windows Elements - Desktop, Taskbar, My Computer, Recycle Bin, etc.
Concept of files and folders

Searching files and folders

2. Word Processing/ MS Word

Creating, saving and opening documents

Typing in Devanagari and English

Text formatting (Font, Size, Color, Underline, Italic, Bold, etc) and paragraph
Formatting (alighment, indentation, spacing) Inserting header, footer, page
number

Page setting (margin, page size, orientation), previewing and printing of

documents
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