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l. Basic concept of information technology
ll. Windows operating system
lll. File management system

lV. Word processing
Basic skills, screen familia rization, editing text, aligning, text, fonts and

attributes, indenting paragraphs, change of line spacing text, spelling and
grammar, thesaurus, working with columns, page setup, printing documents,
creating tables, sorting texts, file management, mail merging, working with
macros

V. Spread sheets
Basic skills
Formatting
Editing
Columns and ranges, insertion and deletion
Sorting data
Creating charts
Printing
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Function
Working with macros
File management

Vi. Database
Basic skills of introducing
Creating and using a database
Forms

Linked forms, popup forms
Dialogue and massage boxes

Queries
Sorting
Obtaining reports
Working with macro

Vii. Preparation / illustration
Basic skills, editing, formatting Applying designs, inserting images, clip arts
and graphs, slide transition and effect, animations, using presentation tools,
preparing masters, printing slides and notes

Viii. lnternet
lntroduction to internet, world wide web, how to navigate, internet practical

iX. E- mail
lntroduction, basic skills, receiving e-mails, sending e-mails, replying, using

attachments, creating and using nick names, composing messages
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