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1. Basics of ComPuter
computer: orgamz3lion; Input ancl output l)evices; Systern Software and

A pp1 i cati o,'r S'6ft*urc ; Colrr putcr [,anguage ; C ompi1efland Assembler:

2. Basis of Windows Operating System

l:llbmehts of-'Windows XP; Desktop l:ilenr nts; L,ocati'g Files and

Iiolders; Changing Systern Setting; itil. M nagement in Windows;

Installation of Software and I]ardware

3, Basics of Word Processing
Startilg Word Progratl, Word Screen I,ayout; 'l'yping Screen Objects;

Managing Documents; Protecting and ltrinding Documents; Printing

Dooumcnts

4. Formatting Documents
working with 'l'cxt, Irortlatting 'I'ext; Formatting Paragraphs; Ilulleted

anrl Nurnbercd Lists; copying and Moving 'fcxt; spclling and

(]ramrnat.;Pagc}iornratting;Creatirlg.fables;MailMcrge['

5. Introduction to Internet
GettingConncctecltolnter.net;'fypesoflnternetConrrections;Internet
'l'erminologt; Unclerstanding Internet Address Web Bt'owser and Inte|net

Scrviccs

6. Formulas, Functions and Charts

]lasics of:ipr."udsheet; selecting, Adding and Renaming worksheets;

Moclilyinga'Workshcct;WorkbookProtection;IrormulasandFunctions'
Copying ilrorm.rla; 'fypes o1' Iiunctio'ts; 'fypes of Cl-rar1s; Auto

ShaPcs and Smart Art

7. Online APPlications
ljRL;webServcrs;SearchJlngines;'felnet,li'l'P;L"rnail;Social
Networks,ISlogs; Vidco Conferencing; e-Commerce; rn-(]omnrerce;

VOIP


