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R.% Decimal System and Percentage
R.} Ratio and Proportion
R.3 Unitary Method
R.¥ Profit and Loss,
R4 Series
R.€ Measurement of Area:- Square, Rectangle and Circle
R. English Grammar QQ 7H)
3.2 Tenses
3.R synonyms and Antonyms
3.3 Statements
3.¥ Preposition, Article
¥. Basic Computer Knowledge: (R0 AFFH)
¥.% Fundamental of Computer

1.1 Computers, Kinds of Computers in respect of size and function,

1.2 Generation of Computers,

1.3 Components and Architecture of Computers, Connecting the Components,

1.4 Getting started; Orientation to personal computers, System unit, Starting the

computers

1.5 Input Devices: keyboard, mouse, other input devices

1.6 Processing: CPU, Memory

1.7 Storages devices: Overview of Storage Devices, Floppy Disk Drive, Hard

Drive, Universal Serial Bus (USB) Devices and Other Storage Devices

1.8 Output devices: Monitors, Printers, Modems, Soundboards

1.10 Windows survival guide: Windows Desktop, Program Manager, Organizing
the Desktop, File Manager



1.11 Software: Definition & Types of Software
1.11: Types of Mobile Operating System

¥.? Office Package- Word, Excel, PowerPoint
Concept of Word Processing

o Types of Word Processing
o Introduction to Word Processor
» Creating, Saving and Opening the documents
= Elements of Word Processing Environment (Menu, Toolbars, Status bar, Rulers,
Scrollbars, etc.)
* Copying, Moving, Deleting and Formatting Text (Font, Size, Color,
Alignment, line & paragraph spacing)
* Finding and Replacing Text
*  Familiar with Devanagari Fonts
» Creating lists with Bullets and Numbering
*  Creating and Manipulating Tables

Concept of Electronic Spreadsheet
Types of Electronic Spreadsheet
Organization of Electronic Spreadsheet application (Cells, Rows, Columns, Worksheet,
Workbook and Workspace)
Introduction to spreadsheet application

o Creating, Opening and Saving Work Book

o Elements of Electronic Spreadsheet Environment (Menu, Toolbars, Status bar,
Rulers, Scrollbars, etc.)

o Editing, Copying, Moving, Deleting Cell Contents

o Familiar with Devanagari Fonts
Formatting Cells (Font, Border, Pattern, Alignment, Number and Protection)
Introduction to presentation application

e Creating, Opening & Saving Slides

e Formatting Slides

e Slide Show

e Animation

e Inserting Built-in picture, Picture, Table, Chart, Graphs, Organization
Chart etc.

¥.] System Setup
¥.3 Database Management System:
e Introduction to Data, Database & DBMS
® Basic Concept of Tables, Field, Records, Relationship and Indexing.
® Data Types,
® Creating, Modifying & Deleting Tables.
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