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Windows Basic -\ 9€
Starting and shutting down Windows

Basic Windows elements- Desktop, Taskbar, My Computer,

Concept of files and folders

Searching files and folders

2. MSWord_lo sfg

. Creatin& saving and opening documents

. Typing: Nepali and English

o Text formatting (font, size, color, underline, italic, bold

alignment, indentation, spacing)

Recycle Bin etc.

tqrff er-{ftflctr
':..,.

-_---_-:_ a___\_siFI nERq rRI 1{o qro{6F6'r \rggr q1!g{ I{ETq,

-{ 3rg FqFT rfti-s,-

. Inserting header, footer, page number

. Page setting (margin, page size, orientation), previewing and printing of documents

3. MS Excel-{ efg ...,'=''' ,'

.{ rFEr 6-{ IA s|E( qftR+d qqd

10 T<t 6-q qr"q yftRfu qrra
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Ro td 1R.{ T<r6-rIttaqr"(YRfrfuqITfr
RR.{ td R{ rr;Er 6q s|a qr"E qfrfrfu qrcd

R{ st lil q=a'qfr {fd sr"( yfrRq-e qqd
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