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1. Operating System and their installation.
- Introduction, Types and functions of operating system
Microsoft Windows
- Elements of windows
- Desktop, taskbar, my computer, Recycle bin, Briefcase
- Starting and shutting down windows
- Folders and file managements with windows explorer
- Customizing windows-installing fonts, display setting, installing and
un-installing software.
- Windows Application
- Notepad, Word pad, Ms-Paint, Ms dos prompt, calculator

2. Application Programs and Installation
(a) Microsoft Office
e Ms word
Introduction, creating saving and opening the document.
Ms Word Environment (Menu, Toolbars, Status bar, Rulers, Scroll Bar etc.)
Coping, moving deleting and fromatting text using various Nepali Fonts.

3. Printer and Scanner
Printer/Scanner installation : Printer/Scanner Driver, default Printer Printing of
documents using different types of printers, Scanning of documents,
photographs and use of scanned documents and photos.



