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COURSE CONTENTS
MS WORD
Introduction to MS-Word — MS-Word Window Components — Creating, Editing,

Formatting — Insert/Draw Tables, Table Auto format — Page Borders and Shading, Page
Numbers — Inserting Symbols, Shapes, Word Art.

LAB PRACTICALS:

1. Write a letter to the HOD requesting for 2 day leave

2. Prepare resume

3. Prepare table of content

4. Prepare class time table

5. Draw flow chart to find sum of two numbers using shapes
6. Prepare mathematics question paper

7. Prepare letter head

8. Mail merge
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LAB ACTIVITY

Kumudavalli, Andhra Pradesh

HG8P+CRX, Kumudavalli, Andhra Pradesh 534202, India
Lat 16.566268°

Long 81.637022°

30/04/24 09:34 AM GMT +05:30
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Kumudavalli, Andhra Pradesh, India

HG8P+CRX, Kumudavalli, Andhra Pradesh 534202, India
Lat 16.666246°

Long 81.5637027°
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