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1 wgg?r9lqri1c -... ." ..rl 1 10
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3 Presenlation Svstem 1 2
4 Computer Nelworkine 1 4 10
! Multimedia I )
! Basic Computer Repair and maifl:enrnae 1 ,]l

Nerali Unicod€ Tvoin 1 5 10
8 !$]i{ I-Yqi$-. - l 5
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6ts{:( Sc qftc{or cfr*nai cl?ffi-q

l, 11',nn lro.o\sing

atphcatbn (Cell$, Rows. Columns, Worksne€r.

o G)n rpr,)l \!0,d t,rocfJsulg
o Types oi Wor.l Processing
o antrodu.lion !o \l'o.d Processor

. Cr.atl8g. Snving r.d Opcning the docunents

. Illements of Word Processing Enviro.mcnt (Menu, 'lbolbars, Slatts b.lr_ Rule.s,
Ss.ollbnrs, elc.)

. CDpling. iw)vins, Deleting and l-bnnatting Tc\l (,rott, Size,
Col,n. Alignme[(, Iin. & paragraph s?a.ing). fir,drnr rnd lirt'ldr r! I-\r

r Fnmiliir \-llh Delnrgai Forrs
. CteaLrng lis(s 1|nh Bullrls nnd N rrb..rrg
. Crcalnrl and Marrru:arlnglrbl.l
. llorders aDd Sirzding
. Use of Ind.nl.tlion and 'j.b Setrrns
. (]catrn! Nr. wrpal.r. S t-yie l)olurents Using Colllmn. In\.rting atcadcr. lix)[ir. lirotlor.s. Errdnotes. Page Nurnbers. I1le, Page brcal, Seclron

brerk, CDri)fii(,. Pi.lLf$\. (lhxrrs, Wo.d Ad. Slmhols & OrganizllIron Charr
' Opcnllr!.t Srt\rntdrff.rrnl r!ti.\ nl ilourr,rtrlrt

' r- ,"nrrn., n..[rulr -rUr,s.. Marl Me,g.
Auloconecl, Spelling and a;ran rrr Che{jki:rg,.rnd -fhesaums

Cuskrn;zing nl(x]x & ioolbarJi
Securily'fechn,que of Doeu:nents
Master Docnnrent. Cross Rclccenl-c. lndex. Table ofConlcnt
Scrrin: Prcc l-a).int, Pre!i.wing and llintin! tolunrcnts

2. lll0rtronkr Sprrad,ihc.l

o (,-oncept olt-l1c!Loni( SP..adsh&i,
o 'l ypc\ of l:leclronic Sflrl)adshccl
o Ora.Diation olElecrronic Sprcadsh..t

Workhook rr!l Worl\!a.el
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r1'..,Juc,. n t., \pr(,.d\tt(c,.11!r . rlr .

r Crcalrng, Opeli0g and Saring Work Book
. Ellcrnc'rri ol lilecll1rrric Sprcldslteet [:,ovi,or]nrent (Menu. Toolbars. Statr]s bar,

Rrlers, Sc.oLIbn'!. ela.)
. Editirg. (]opying. 1.1o!in8. D)leling ( lrll (]ontellr\
. :.rnrilixr !ritI I)c\ r)aqri :io ts
. I ornlatting Cell\ (liJn{. lriode.. Partcrn. Alignme.t. Numbe! xtrd Prohction). Fouratting Rows, alolumn and Sheets

' U.rng I orrnul" Ruhll\c C, l Ir.l Ah\,ruk' ('eli Relcrencc
. lisiflg basi( Frnctiors
, Generating Scaics
. Chr[Eing defaul{ oprions
I Sofiing xnd F]hc.ing Data. Surrmair?in! D;rta wirl Suh'lr)rnls
. cl'ealing Chart
. lnserting Hcader and fixrter
. S1)' ll ( hscking
. CritomiziiS lvlenu &'Iin)lbars
. lrnportjng tiom .rnd !:xponin€r into other Fo.sats. Pi"t)r 'l able. (lo,rl Scck. S..rrario & Audit
. Page S.(ti!]e, Pirvtewing and PriDting

Presrnlalion System

. lrtroduclro! to pl€sentation applicalion

' ('(xLinv. Otr nrn8,( r .\ rnE Slr,l( .
. Iiormaatirg Slides

' SLde Show
. Alli,l]ati(nr
. In\e.titr! BLrilt,ir lictxr!. ?iclur.. Iabie. Chart. Grnphs. Orea,tizado! Charl etc.

Conrp!1er Nelworr{ing

. lllrc(lLrclion to Nc!*,orling

. Tyles ol Netrork (L^N'-. IvlAN. WAN etc.l. (lo.cepr of a-mail / hl.rnel / l;r!rrncr / Intr!ncl, World Wide Wcb (WWIV)

. li,rfiilia.rt! wjth r lrrrl{ brows.rt tc\alrpl.; lnrernct crplorcr. firefox. Opera,
S.llrri. ClxrEfu (llrr()flre el..)

. loioducrion 1() IP addrcss. subnel uask and dcfx[lt liateway. Introduction to Nctwori Medjn,'Ibpology xnd proocol

. Scrling l.!p Miciosoft Netwo*

. Dial-Up NctworkinS
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5. Typing

' Fnglish
' Nepal: {Ri)flrnni.*l linrc(xj.. }Jjdtti0lriti tirrLodc. l)cctii

6. l\'lultillledia-2

Setting and maragitg ui ludio devi.e
Recordirg video
Ni,rmal tidcr) o.liring

7. IJnsi. Corirputer Repair rnd Mri.tcnsn.e

ilr15t! troubl€shoorine
Perpheral Dc!,ices
A.lding deviaes and prirle$ ([,ocai nnd Nctworkcd)
(lnderslandifl I .orrpLlt!r \t.)rage
Nelworking {Ethcrnct, MAC Add.ers. IP address. ping)

. LanNLrdge SeiL,p
t Pot,r?r Man;ganrent
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