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IR Short-Note  on-  Telephone | 2
Directory, Post office guide
book
use of circle Sand Z in Short | 4 5
hand
M.S. ward start and create any | 4
document, save in file
BEESK Short-Note on-Railway time- | 2
Unit table, C.C.T.V,
Test| use of stroke sand Z in Short- | 4 5
17-25 hand.
Option of file and Edit Menu of | 4
M.S. ward.
feawR Practice of circle and stroke 2
sand Z , 2 2
Use of Insert menu in M.S.
ward
24 12
HIadTel 3rgdTy 22 feawR 9 31 feawaR
SECK] Meaning and function of |2
Unit Secretary/P.A./Stenographer
Testll large, circle SS,SZ,SW, 4 2
15-23 used in short-hand.
use of format menu in M.S. | 4
ward.
RGR] Quality & Qualification of a | 2
Secretary/P.A./Stenographer
Stand STR Loop use in short- | 4 2
hand
Insert table, check spelling and | 4
use of macros in mail merge.
20 4
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IR Make a Telephone Directory.
Practice of circle sand Z
Create a document and use file 8
menu commands
TTHER Make a Railway Time-Table
Unit Practice of Circle and Stroke
Test-1 Sand Z
17-25 use Edit Menu Commands on 8
the Created document
foTwR Visit a place Where any
C.C.T.V.isinstalled
Practical of Circle and Stroke 8
sand Z
use insert Menu Commands on
the document
§iddhTelle JadEY 22 fouR I 31 fauwR
NEEN] Practice of Large circle SW,SS,
Unit SZ used in Eng. Short hand.
Test-ll use Format menu commands on 8
15-23 the document
BRAR] Practice of Secretanal Duties.
Practice of Loop ST & STR in
shorthand. 8

use the table insertion, check
spelling and mail merge.




