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Windows basic and Ms-Word Y a3 Y fgee
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Windows basic
- Introduction to Graphical User Interface
Starting and shutting down Windows
Basic Windows Elements - Desktop, Taskbar, My Computer, Recycle Bin, etc.
Concept of files and folders
Searching files and folders

Word processing/ MSWord
Creating, saving and opening documents
Typing in Devanagari and English
Text formatting (Font, Size, Color, Underline, Italic, Bold, etc) and paragraph
formatting (alignment, indentation, spacing)
Inserting header, footer, page number
Page setting (margin, page size, orientation), previewing and printing of documents

FFR AT ikt A yeEee ( Sample Questions)

T aSUH TaANRT Text AT AR AT ST THR | [2.5 &5 ] (5 )
(FFIHT 150 9Tea8s AUl qaqrTT Text fagas 1)

Tt feguel S Text @Ts ATUR AT 2139 A | [2.5 37F] (5 frme)
(FFIHT 200 Tea8E AU dUST Text fag=s |)

Perform the following: [1'5=5%%F ] (5 faie)

a) Create a new word file, copy typed text of Q.No. 2 and paste in this file and
rename this file as Nepal Television and save it.

b) Underlinefirst paragraph.

) Insert page number as header with center alignment.

d) Set page orientation as Landscape.

e) Create a hyperlink of Nepal Television at the end of the document.
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