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Contents
1. MS Word (0.5x3=1.5 Marks and 1x1=1 Mark)
a. Creating, saving and opening documents
b. Typing in Nepali and English
c. Text formatting (Font, Size, Color, Underline, Italic, Bold, etc.) and paragraph
formatting (alignment, indentation, spacing)
d. Inserting Header, Footer, Page Number, Table, Pictures, Shapes, Hyperlink, Bookmark,
Text Box, Symbol and Equation.
e. Page Layout (margin, page size, orientation, Watermark, Page Borders, Columns)
previewing and printing of documents
2. Electronic Spreadsheet (0.5x3=1.5 Marks and 1x1=1 Mark)
a. Text formatting (Font, Size, Color, Underline, Italic, Bold, etc.)
b. Page sctting (margin, page size, orientation) previewing and printing of documents
c. Formatting the data
d. Using Basic Functions (SUM, MAX, MIN, AVERAGE)
e. Using charts
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