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vizSYk  
L-1 
MS-
Word 

  Revision of last class 
Inserting Header and footer 
Paragraph Format line speacing 
Ruler Bar 
drawing tool bar tables 
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ebZ  
izFke bZdkbZ 
VSLV 17 ebZ 
ls 25 ebZ  

L-1 
word 
L-II 
excel 

 Mail Merge, Rage set up print 
  
 
Revision of last class 
 Auto Fill ., operator 
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twu      xzh”e vodk’k 1 twu ls 30 
twu rd 

   

tqykbZ  L-2 
Excel 
L-3 
Power 
Point 

 Cell address, refrecing 
Functions 
Revision of last class clipart, 
symbols effects, Customs 
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vxLr 
f}rh; ;wfuV 
VSLV 17 
vxLr ls 25 
vxLr 

L-3 
power 
point 

Timing, sound effects, slide cut, 
coty, paste, back ground 
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