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1.99 Bl'siﬁ'vﬁ : Knowledge on writing correct English sentences, letters, reports according to English
grammar based on the following syntactic functions:
9.99.9. Parts of Speech: a) Noun b) Pronoun c) Adjective d) Determiner e) Verb f) Adverb
g) preposition h) conjunction and i) Interjection
9.99.% Concord/subject verb agreement
9.99.3 Modal Auxiliaries
9.99.¥ Tense
9.99.% Infinitives and gerunds
9.99.&% Relative Clause
9.99.8 Voice
9.99.% Reported speech.
9.99.%2 Synonyms and Antonyms
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Contents

1. Windows basic
e Introduction to Graphical User Interface
e Starting and shutting down Windows
e Basic Windows elements - Desktop, Taskbar, My Computer, Recycle Bin, etc.
e Concept of files and folders
e Searching files and folders

2. Word processing

Creating, saving and opening documents
e Typing in Devanagari and English
Text formatting (font, size, color, underline, italic, bold, etc) and paragraph formatting
(alignment, indentation, spacing)
e Inserting header, footer, page number
Page setting (margin, page size, orientation), previewing and printing of documents
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