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Course Content 
 
Basic Windows Elements 

 Files and folders 

 Desktop and shortcuts 

 Setting Control Panel 

 Microsoft notepad 

 Using the Explorer 

 
 
Microsoft Word 

 Creating, editing, saving and printing text documents 

 Font and paragraph formatting 

 Simple character formatting 

 Inserting tables, smart art, page breaks 

 Using lists and styles 

 Working with images 

 Using Spelling and Grammar check 

 Understanding document properties 
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Microsoft Excel 

 Spreadsheet basics 

 Creating, editing, saving and printing spreadsheets 

 Working with functions & formulas 

 Modifying worksheets with color&autoformats 

 Graphically representing data : Charts & Graphs 

 Speeding data entry : Using Data Forms 

 Analyzing data : Data Menu, Subtotal, Filtering Data 

 Formatting worksheets 

 Securing & Protecting spreadsheets 

 
 
Microsoft Powerpoint 

 Opening, viewing, creating, and printing slides 

 Applying auto layouts 

 Adding custom animation 

 Using slide transitions 
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Internet Technology 

 Introduction to Internet 

 Surfing the World Wide Web 

 Different types of web browsers 

 Using search engines 

 Sending, Receiving, Forwarding and Replying to Email 

 Official Gmail like Signature, Vacation Responder and Automatic Email 

Reply 

 Attaching and downloading attached files 

 
 

Special Add Ons:- 

Introduction to the process of Online Banking/Shopping 

Complete Guide to Google Drive 

 Google Spreadsheet 

 Google Doc 

 Google Slide 
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