Computer Basics & Windows OS

· Introduction to computers, hardware, and software parts
· Using Windows, managing files, and organizing folders
· Basic internet browsing, search engines, and email setup [1, 2, 3]
Microsoft Word (Document Creation)
· Text typing, alignment, formatting, and font styles
· Cut, copy, paste, find, and replace tools
· Paragraph spacing, bulleted/numbered lists, and indents
· Inserting tables, pictures, headers, footers, and page numbers
· Page setup, spelling checks, mail merge, and printing documents [1, 2, 3, 4, 5]
Microsoft Excel (Spreadsheets & Data)
· Understanding rows, columns, cells, and workbook navigation
· Entering data, number formatting, and basic auto-sum formulas
· Using mathematical and logical functions (IF, VLOOKUP, SUM, AVERAGE)
· Sorting, filtering data, and conditional formatting
· Creating charts, graphs, and basic PivotTables [1, 2, 3, 4, 5]
Microsoft PowerPoint (Presentations)
· Creating, saving, and organizing new slides
· Adding text, shapes, SmartArt, images, and videos
· Applying slide themes, background designs, and layouts
· Setting up slide transitions, custom animations, and hyperlink

