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COMPUTER OPERATION COURSE
	
	
	
	

	Description of Training
	Course Contents
	No of Classes (Days)
	Timing (Hours)

	DOS


	Create file, directory, Move/Copy/Rename/Delete of Directory & File, etc.
	2
	4

	Windows


	Create new Folder, Folder & File Move, Copy, Rename, Delete, Recycle Bin, Control Panel, Print Manager etc.


	2
	4

	MS-Word


	Open & Close MS Word, Cursor movement, Mouse handling, Text Block, Document Open, Save, & Close, Text Formatting (Bold, Italic, Underline, Alignment, Font Style, Font Size), Create Table & Column, Page Setup, Print, Mail Merge etc.


	6
	12

	MS-Excel
	Open & Close MS Excel, Text Block, Document Open, Save, & Close, Text Formatting (Bold, Italic, Underline, Alignment, Font Style, Font Size), Data Sort & Filter, Auto Format, Chart, Page Setup, Print, etc.


	6
	12

	MS-Access
	Handle with Database-

Tables, Queries, Forms, Report Generate etc.


	6
	12

	MS-Power Point
	Save as HTML, Pack & Go, Slide, Slide Sorter Slide Show Master & Slide Master, Black & While, Speaker Notes, New Slide, Duplicate Slide, Movies & Sounds, Slide Layout, Slide Color Scheme, View Show, Present Animation, Custom Animation, Slide Transition.


	6
	12

	Internet
	Browsing & Searching


	1
	2

	E-mail
	To Check mail, Send mail, Account open etc.


	1
	2

	TOTAL :
	30
	60
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