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S IRCIE R InE| Introduction to computer; ¢o/- oo/-
0q i File, folder, Create, compress, search, view

and right click;

Pen drive, Hard disk, Dvd:

Cut, Copy, Paste, Undo Find shortcuts.
(ctrl);

Software, Windows, Anti-virus installation
and use;

Printer, Scanner and projector installation
and use;

Control Panel and task bar shortcuts;
Internet setup and Wi-Fi;

Email account and use;

Basic Internet Browsing;

Email account creation and use;

Social Media (Facebook).
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Microsoft word(Discussion about the
common menu bar for all products;
Word file creation and save;

Page setup and orientation design;

Font formatting(Size, color, effect, install,
spacing, bullets, alignments

Inserting shapes and pictures and their
formatting);

Inserting table and formatting;

Margin, header, footer, page break
Equation ; Save as and printing;
Microsoft PowerPoint (Introducing
PowerPoint Difference from word Slide
and slide show How to make your CV
Transition and animation);

Microsoft excel(Introducing Excel and
spread sheet Chart formatting(Row,
column); Difference from word; Norma
chart/list creation; Cost sheet preparation

(problem given).
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Microsoft Word (Templates, Content
Writing, Customization of Tmage and
shapes, watermark, shortcut keys, web
templates, Hyperlinks, equations and

symbols) ;

Microsoft PowerPoint(Smart Design,
Multimedia Content making, Video
making, add-ins and recordings);
Microsoft Excel(Various types of tables,
charts, graphs, data modeling and

formulas) ;
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Microsoft Access( basic database, excel

and xml files);

Cloud basics( OneDrive, survey and online

forms);

Basics of Microsoft sway, publisher,

OneNote and picture manager.
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Chapter-1: Introduction to Computer;
Chapter-2  :Software Installations and
System Updates;

Chapter-3: Control Panel;

Chapter-4: Multimedia;

Chapter-5: Internet;

Chapter-6 :Security;

Chapter-7:  Database;

Chapter-8: Hardware;

Chapter-9: Hardware Troubleshooting ;
Chapter-10: Software Troubleshooting;
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Adobe Photoshop(Introduction of tools,

photo editing, clipping path, ecommerce
product design and retouching, masking,
banner design, logo design, business card
design and all other digital print related

works) ;

Adobe Tllustrator(Introduction of tools,
Advanced use of Pen tool, Logo Design,
Banner design, Poster Design, various

cards design, cartoon design, magazine

and book cover design) ;

Adobe Premier Pro(Introduction of Tools,
basic and advanced level video editing) ;
Basic use of After Effect and other

software.
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Introduction; Things you need;
Platforms ; Top market places;

Account creation; Bidding ;

Hourly vs fixed price projects;

Types of projects and profiles;

Payment methods; Rating / Feedback;
Ranking; Deadline; Escrow; Mediations /
Arbitrations;

Development techniques ;

Learning Resources; Suggestions.
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Introduction, templates and Solution
Explorer(Home Screen creation); Design
and source differences, Tool Box and it’s
use Property, Administration Tool, User,
access and roles(login page and member’s
page basics),

SQL Data source(Database creation and
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data saving), More Tool Box(More
designing, icons, tools ),
Publishing (Domain, Hosting and
publishing the web).
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Security.

Existing Difference analysis;
Proposal Writing;

Virtual Communications:
Language Skill;

Spoken English;
Presentation/Pitching Skill;
Interview/Viva Skill;

Tips and Techniques;
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