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Course Content

Sr. No. Topic (Theory + Practlcal)

Sarva Vidyalaya Kelavani Mandal, Kadi managed

Duration

I

Concept ofHardware and Software

system softwate and Applioation Softwar€

Operating system concepts, purpose and funotions

Operations of Windows 0S

Overview of word processor, Font t'?e, size, colour

Table and its options, lnserting rows or columns, merging and

splitting cells, Adthmetic Calculations in a Table.

Introduction lo E\cel 2007. data. cell address. Ercel

Understanding formulas, Opemtors in Excel 2007, Operators Precedenoe,

Understanding Functions, Common Excel Functions such as sum, average,

min, max, date, transpose, In, And, or, sqrt, power, upper, lower.

Introduction to charts, overview ofdifferent types ofcharts available with
Excel

Concept of print area, margins, header, footer and other page setup options

Total

2 Hor.rrs

4 Hours

4 Hours

4 Hours

6 Hours

6 Hours

6 Hours

10 Hours

10

4 Hours

4 Hour5

50 Hours
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