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Course Syllabus: MS Word

Batch Name: MS-Word
Eligibility: 10th

Course / Modules Paper

Paper : s word

1: MS Word Home Tab

1.1 Introduction
1.2 Elements of MS word
1.3 Explaining the Ribbons

2: MS Word Insert Tab

2.1 Insert

2.2 Pages

2.3 tables

2.4 lllustrations

2.5 Links

2.6 Headers and Footers
2.7 Text Group

2.8 Symbols

3: MS Word Mailing

3.1 Create
3.2 Start Mail Merge

Course Start: 1st of Every Month

Course Duration: 20 Hours

4:

MS Word References

4 .1 Table of Contents

4.2 Footnotes

4.3 Citation and Biblography
4.4 Caption

4.5 Index

4.6 Table of Authorities

: MS Word Review

5.1 Proofing
5.2 Comments
5.3 Tracking
5.4 Changes
5.5 Compare
5.6 Protect

- MS Word View

6.1 Document View
6.2 Show/Hide

6.3 Zoom Group
6.4 Window

6.5 Macro
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