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Computing,
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Hardware and
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Components:
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Computer Components
(Cont.): Basic CPU
Components, Computer
Ports, Personal Computer,
Personal Computer
(Features and Types)
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Operating System and
Graphical User Interface
GUI: Operating System;
Basics of Common
Operating Systems;

The User Interface, Using
Mouse

Technigues.

Operating System
and Graphical User
Interface

GUI
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Operating System and
Graphical User Interface
GUI(Cont.): Use of Common
Icons, Status Bar, Using
Menu and Menu-selection,
Concept of Folders and
Directories, Opening and
closing of different
Windows;

Creating Short cuts.
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Word Processing: Word
Processing Basics; Basic
Features of Word
Processors, Opening and
Closing of documents, Text
creation and Manipulation;
Formatting Text and
Paragraphs, Using
Templates for Document
Creation.

Word Processing
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Word Processing (Cont.):
Creating and Managing
Tables, Utilizing Styles and
Themes, Spell Check and
Grammar Tools, Using
Headers and Footers.
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Spread Sheet: Introduction
to Spreadsheet Software,
Creating and Formatting
Worksheets.

Sorting and Filtering Data,
Using Formulas and
Functions.

Spread Sheet
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Spread Sheet (Cont.): Using
Formulas and Functions,
Using Pivot Tables for Data
Analysis, Data Validation
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Visualization: Creating
Charts and Graphs.
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Presentation Software:
Introduction to Presentation
Software, Overview of
Popular Presentation Tools,
creating a New
Presentation, Using
Templates and Themes,
Inserting and Formatting
Text and Images, Transition
and Animation Effects.

Presentation
Software
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Presentation Software (Cont)):

Using Speaker Notes and
Timers,, Advanced Features
Hyperlinks and Action
Buttons, Troubleshooting

Common Presentation Issues,

Future Trends in Presentatio
Technology.
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Introduction to Internet and
Web Browsers:

Computer networks Basic;
LAN, WAN; Concept of
Internet and its Applications;
connecting to internet.

Introduction to
Internet and Web
Browsers
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Introduction to Internet and
Web Browsers (Cont.):
World Wide Web; Web
Browsing software's, Search
Engines; Understanding
URL; Domain name; IP
Address.
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Communications and
Emails: Basics of electronic
mail; Getting an email
account; Sending and
receiving emails; Accessing
sent emails; Using Emails;
Document collaboration.

Communications
and Emails
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Introduction to Cloud
Computing and Services:
Definition of Cloud
Computing and its concept,
Cloud-Based Office Suites
(Office 365 and Google
Workspace), Google Docs,
Google Sheets, Google
Drive, Google Meet.

Introduction to
Cloud Computing
and Services
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