
vFundamentals of Computer: vMicroso� Office Excel
What is a computer?

Hardware & So�ware

Basic parts of a desktop computer

Bu�ons & ports on a computer case

Computer Peripherals

What is an opera�ng system?

What is an applica�on?

Se�ng up a computer 

Overview of Excel features.

Save, open, Edit, Format the worksheet

Working with Cells and Sheets

Modifying Columns, Rows, and Cells

Basic Formulas and Func�ons

Using Excel's auto-fill features

Inser�on of Table, Charts

Page Layout and Prin�ng

Working with Mul�ple Worksheets
vWindows – Opera�ng System 

Some basic Terminology & Typing Skills 

Se�ng up Desktop Features

Opening files and applica�ons

Create, Rename, Delete Files & Folders

Cut, Copy, Paste Files & Folders.

Notepad, MS- Paint, Word Pad

v Microso� Office Word

Features of MS-Word

The Ribbon & Toolbar

Save, open, Edit, Format the Document

Insert  Tables, Symbols, Shapes ... Etc

Page Setup (Design & Layout Menu)

Mail Merge

Review & View Menu

vMicroso� Office  Power Point 
Overview of Power features.

Save, Open, Edit, Format Presenta�on

Working with Slides

Insert & Format Pitchers & Shapes

Aligning, Ordering, & Grouping Objects

Anima�ng Text and Objects

Inser�ng Video, Audio, Charts, SmartArt

Customizing Your Presenta�on

vInternet & Email 
Browsing the Web

Using Search Engines

Email Basics & Common Email Features

COMPUTER BASIC
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