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Beginning to use Microsoft Word

Editing a Document, Formatting a Document

Using Editing and Proofing Tools

Inserting Elements and Proofing Tools

Working with Columned Layouts & Section Breaks

Working with Tables

Inserting Charts, Graphics, Pictures, and Table of Contents
Printing Document

Converting into Word into PDF and vice versa
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Beginning to use Microsoft Word

Editing a Document, Formatting a Document

Using Editing and Proofing Tools

Inserting Elements and Proofing Tools

Working with Tables

Inserting Charts, Graphics, Pictures, and Table of Contents
Printing Document

Converting into Word into PDF and vice versa
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v' Designing presentation slides
v Editing and Formatting Slides
v' Animation and Effects
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Beginning to use Microsoft Excel
Entering, Editing and Formatting Data
Formatting Numbers

Managing Worksheets

Modifying Rows and Columns
Understanding Formulae

Changing Views

Autofill Custom List

Protecting data
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¢o. Cloud Technology and Google Tools
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Basics of Cloud Technology

Available cloud storage, their optimum usage, pros and cons
Documents file Storing and Sharing

Useful Google products for productivity
(email,forms,drive,docs,sheets,blogs,group,hangout,map)
Holding online meetings/communication(skype,hangout)
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Concept on Computer Networking

Computer Virus/ Bombs etc.

Types of Computer Network (LAN/MAN/WAN)

Network Architecture (Client/Server and Peer to Peer)

File Sharing, Hardware Sharing

Network Communication Technology (Intranet, Extranet and Internet)
Fundamental Aspects of System Security
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Working with Tables
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Beginning to use Microsoft Word
Editing a Document, Formatting a Document
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Inserting Elements and Proofing Tools

Working with Tables

Inserting Charts, Graphics, Pictures, and Table of
Contents

Printing Document

Converting into Word into PDF and vice versa
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Beginning to use Microsoft Excel
Entering, Editing and Formatting Data
Formatting Numbers

Managing Worksheets
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Understanding Formulae

Changing Views

Autofill Custom List

Protecting Data
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