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3. Word processing

¢ Creating, saving and opening documents

e Typingin Preeti and English

e Text formatting(font, size, color, underline, italic, bold, etc) and paragraph formatting
e Inserting header, footer, page number

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

¥. Electronic Spreadsheet
Introduction to spreadsheet application
e C(reating, Opening and Saving Work Book

e Elements of Electronic Spreadsheet Environment (Menu, Toolbars, Status bar, Rulers,
Scrollbars, etc.)

e Editing, Copying, Moving, Deleting Cell Contents

e Familiar with Preeti Fonts

e Using Formula- Relative Cell and Absolute Cell Reference

e Sorting and Filtering Data

e Creating Chart

e Page Setting, Previewing and Printing

¥. Presentation System
Introduction to presentation application
e C(reating, Opening and Saving Slides
e Formatting Slides
e Animation
e Inserting Built-in picture, Table, Chart, Graphs, Organization Chart etc.
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