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1. Operating systems and their installations:
Introduction, Types and Functions of operating system
Microsoft windows

Elements of windows

Desktop, Taskbar, My computer, Recycle Bin, Briefcase-Starting and Shutting Down
Windows

Folders and File Managements with Windows Explorer

Customizing Windows-Installing Fonts, Display Setting, Installing and Un-stalling
software.

Windows Application

Notepad, WordPad, Ms-paint, Ms dos prompt, calculator

. Application Programs and installation:

Microsoft office

Ms Word: Introduction, Creating Saving and Opening the document. Ms Word
Environment (Menu, Toolbars, Status Bar, Rulers, Scroll Bar etc.) Coping, Moving,
Deleting and Formatting Tex Using Various Nepali Fonts

Ms. Excel : Introduction to MS Excel (Workbook, Worksheet, Rows, Columns and
Cells, Data Entry and Editing (Entering data, Editing, Copy, Cut, and Paste. Basic
Formulas: Using simple formulas like SUM, Average, MIN and MAX.) Formatting
Cells (Changing font, alignment, borders and number format)

. Printer and Scanner

Printer/Scanner Installation: Printer/Scanner Driver, Default Printer Printing of
Documents using different types of printers, Scanning of documents, photographs and
use of scanned documents and photos.
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