


 

 



 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 

 
 
 
 
 

 

 

Objectives 
 Understanding fundamentals of computer. 

 To identify different parts of computer. 

 

Topics 
 What is computer? 

 Types of computers 

 Application of computer 

 Advantages and Disadvantages of computer 

 Hardware and Software 

 Input and Output Devices 

 Working principle of computer system (IPO) 
 

Practical activities 
 Identify physically attached components of a computer setup 

 Diagrammatic representation of the Input -> Process -> Output flow 

 

Course Goal 

By the end of this course, learners will be able to: 

 Turn the computer on and off safely. 

 Use a keyboard and mouse with confidence. 

 Manage files and folders. 

 Creating documents. 

 Use computers for everyday life and employment. 

Module 1: Introduction to Computers                2 - Periods 



 

 

 

 

 

Objectives 
 Use Windows/ Computer system confidently. 

 

Topics 
 How to start a computer? 

 Desktop 

 Icons 

 Start Menu 

 Taskbar 

 Quick launcher 

 Recycle Bin 

 This PC/ My Computer and it’s properties 

 File Explorer 

 How to Shut down/restart a computer system 

Practical Activities 
✔ Identify computer parts 

✔ Turn ON the computer 

✔ Shutting down & Restart 

✔ Connect a mouse and keyboard 
 

 

      MOUSE 

Objectives 
 Understanding how to use a computer mouse. 

Topics 
 Mouse pointer and cursor 

 Left click 

 Right click  

 Double click 

 Scroll Wheel 

 Drag and Drop 

 Minimize, Maximize and close window 

Module 2: Operating a computer system            2 - Periods 

Module 3: How to operate a Mouse & Keyboard              3 - Periods 



 

 

 
Practical Activities 

✔ Create a File/ Folder 

✔ Open an existing File/ Folder 

✔ Renaming a File/ Folder 

✔ Deleting a File/ Folder 

✔ Paint drawing 

✔ Drag-and-drop exercises 

 
KEYBOARD 

 

Objectives 
 Basics of Keyboard Applications. 

 

Topics 
 Alphabet keys 

 Number keys 

 Function keys 

 Special Keys 

 Shift, Ctrl, Alt 

 Bifunctional Keys 

 
 

Practical Activities 
✔ Type your name 

✔ Type your address 

✔ Type a simple paragraph 

✔ Type the name of games, fruits and other familiar items. 



 

 

 

 

Objectives 
 Create and edit professional documents. 

Topics 
 Open MS Word 

 Create documents 

 Saving the documents 

 Difference between Save and Save As 

 Shortcut to save a file 

 Font formatting 

 Font Style 

 Font Size 

 Increase and Decrease font size 

 Bold, Italic, Under Line 

 Font Color 

 Title Bar 

 Menu Bar 

 Scroll Bar  

 Paragraph formatting 

 Bullets & Numbering 

 Tables 

 Concept of rows and column 

 Table Border & Color 

 Concept of arrows keys/ Tab Key in Table cells 

 Pictures 

 Inserting a picture into word documents 

 Page Borders 

 Page Setup 

 Print documents 

Practical Activities 
 Design a personal Biodata/Resume 

 Draft a formal application/letter 

 Design an Event Invitation /School Notice 

 Invitation Card 

 Notice 

 Certificate 

 
 

Module 4: Word Processing Technique               5 - Periods 



 

 

What is Computer? 
 A Computer is an electronic device. 

What a computer can do? 
A computer can calculate, write, draw, store information, play games, 

watch videos, use the internet, and help us do our work quickly and accurately. 
 

 
 
 



 

 

 

 
 
 

 
Basic parts of a computer are Monitor, System Unit, Mouse, Keyboard, 

 
                       Speaker and Printer. 

The Monitor 
 
 
 

 I see text and images on      

the screen of monitor. 

 
 
 

The System Unit 
 
 
 
 
 
 
 
 
 
 

 
  All the Computer parts are 

Connected to the system unit. 

  The system unit controls all the 

Computer parts. 



 

 

 

 
 
 
 
 
 
 

I use the mouse to 

move pointer on the 

screen and give 

instructions to the 

computer 

 
 
 
 
 

 

I use the keyboard 

to type and give 

instructions to the 

computer 

 
listen to sound and music from the speaker 

 
 

 
I use the printer to 

print text and images on 

paper 



 

 

 



 

 

 



 

 

 



 

 

 



 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

Operating a Computer System 
 

Learning Objectives 
 

 Understand the basic parts of a computer system.  

 Start and shut down a computer safely.  

 Uses of the mouse and keyboard confidently.  

 Open, close and switch between programs.  

 Manage files and folders.  

 Use common Windows features.  

 Connect and safely remove USB devices.  

 Follow basic computer safety practices. 

 
Introduction 
 

A computer system is a combination of hardware and software that works 
together to perform tasks. 

 
 

 
 
 
Components of a Computer System 

 Monitor  
 CPU (Central Processing Unit)       
 Keyboard  
 Mouse  
 Speakers  
 Printer  
 Webcam  
 Software (Windows, MS Office, etc.) 



 

 

 Steps to start the Computer System 

Step 1 -> Switch on the main power supply. 

Step 2 -> Turn on the UPS (if available). 

Step 3 -> Press the Power button on the CPU or Laptop. 

Step 4-> Wait while Windows loads. 

Step 5 -> Log in using your username and password (if required). 

Activity: 

Each learner can start the computer independently. 

When the computer system starts, the Desktop appears following things: - 

Main Parts 

 Desktop  
 Taskbar  
 Start Button  
 Search Box  
 Icons  
 Notification Area  
 Date and Time  

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Common Desktop Icons 

 This PC  
 Recycle Bin  
 Documents  
 Microsoft Edge  
 File Explorer 

Desktop Icons 
Icons are small pictures that represent files, folders, applications, or shortcuts. 
Common desktop icons include: 

 This PC    
 Recycle Bin  
 Microsoft Edge  
 Folder shortcuts  

Uses 
 Open applications  
 Access files  
 Open folders  

 
Start Menu 

The Start Menu is the central place for accessing programs and computer 
settings. 

 
It allows users to: 

 Open installed applications  
 Search a file                                                                                          
 Access Settings  
 Shut down or restart the computer  
 View recently used applications  

 
Taskbar 

 
The Taskbar is located at the bottom of the desktop. 

 
 

 
 
 
Functions 

 Display open applications  

 Allows quick switching between programs  

 Shows pinned applications  

 Display date and time  

 Display battery, network, and sound status  

 



 

 

Notification Area (System Tray) 
 

Located on the right side of the taskbar. 
 

 
 
It displays: 

 Clock  
 Date  
 Volume control  
 Network status  
 Battery status (Laptop)  
 Notifications  

 
File Explorer 
 

File Explorer is used to manage files and folders. 
 

 
Uses 

 View files  
 Create folders  



 

 

 Copy files  
 Move files  
 Rename files  
 Delete files  
 Search a files  

 
Files and Folders 
File 

A file is a collection of information which is stored on a computer. 
Examples: 

 Word document  
 Photo  
 Video  
 PDF  
 Music file  

 
 
 
Folder 
 

A folder is used to organize and store related files. 
 
 
 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 
Creating a Folder 
Steps 

1. Right-click on the Desktop or inside a folder.  

2. Select New.  

3. Click Folder.  

4. Type the folder name.  

5. Press Enter.  

 

 
 

 
 
 
 
 



 

 

 
Renaming a File or Folder 
 
Steps 

1. Right-click the file or folder.  

2. Select Rename.  

3. Type the new name.  

4. Press Enter.  

 
 

 
 
  
 
 
 
 
 
 
Copying Files 
Method 

 Select the file.  

 Press Ctrl + C.  

 Open the destination folder.  

 Press Ctrl + V.  

Moving Files 
Method 

 Select the file.  

 Press Ctrl + X.  

 Open the destination folder.  

 Press Ctrl + V.  

Deleting Files 
Method 

 Select the file.  

 Press Delete.  

Deleted files usually move to the Recycle Bin. 
 
Recycle Bin 
 

The Recycle Bin temporarily stores deleted files. 
 

Uses 
 Restore deleted files  



 

 

 Permanently deleted files. 

Opening an application 
Method 1 

 Double-click the application icon.  

Method 2 
 Click Start  

 Search for the application  

 Click its name  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Close an application 
 

Click the X(Close) button in the upper-right corner of the application window 
or press Alt + F4. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 
 
Window Controls 

Every application window contains Minimize (send the window to the 
taskbar), Maximize (makes the window fill the entire screen), Restore Down (return 
the window to its previous size). 

Close, closes the active application.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Switching Between Applications 
Method 1 

Click the application's icon on the Taskbar. 
Method 2 

Press: 
Alt + Tab 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 

Common Windows Keyboard Shortcuts 
 

Shortcut Function 
Windows Open Start Menu 
Windows + E Open File Explorer 
Windows + D Show Desktop 
Windows + L Lock Computer 
Alt + Tab Switch between applications 
Alt + F4 Close current window 
Ctrl + C Copy 
Ctrl + V Paste 
Ctrl + X Cut 
Ctrl + Z Undo 
Ctrl + A Select All 
Delete Delete selected item 
F2 Rename selected file 

 
Shutting Down Windows 
 

Always close your work and save files before shutting down the computer. 
Steps 

1. Click Start.  
2. Click the Power button.  
3. Select:  

o Shut Down  
o Restart  
o Sleep  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

Practical Activities 
Activity 1 
Identify the following on the desktop: 

 Start Button  

 Taskbar  

 Desktop Icons  

 Notification Area  

Activity 2 
Create the following folders: - 

 My Documents 

 My Pictures 

 My Projects 

Activity 3 
Create a text document and: - 

 Save it  

 Copy it to another folder  

 Rename it  

 Delete it  

 Restore it from the Recycle Bin  

Activity 4 
Practice these shortcuts: - 

 Windows + E  

 Windows + D  

 Alt + Tab  

 Ctrl + C  

 Ctrl + V  

 

Learning Outcomes 
After completing this lesson, learners will be able to: 

 Explain the purpose of the Windows Operating System.  

 Identify the main components of the Windows desktop.  

 Open and manage applications.  

 Create, organize, and manage files and folders.  

 Use common Windows keyboard shortcuts.  

 Shut down and restart a computer safely and correctly 

 



 

 

How to Operate a Mouse and Keyboard 

 

 What is a Mouse Pointer?  

A mouse pointer is a small graphical symbol on the computer screen that moves when you 
move the mouse. It helps you point to, select, click, and drag items on the screen. 

Uses of the Mouse Pointer 

 Select files and folders.  
 Open programs by double-clicking.  
 Click buttons and menus.  
 Drag and drop items.  
 Resize windows. 

Common Mouse Pointer Shapes 

 Arrow (↖) – Normal selection.  
 Hand (☞) – Appears when pointing to a hyperlink or clickable item.  
 Resize Arrow (↔, ↕) – Used to resize windows or objects.  
 Busy Pointer (������ or spinning circle) – Indicates the computer is processing a task. 



 

 

What is a Cursor? 

A cursor is a blinking vertical line ( | ) that shows where the next character will appear 
when you type. 

Uses of the Cursor 

 Shows the typing position in a document.  
 Helps insert, edit, or delete text.  
 Moves through text using the keyboard or mouse.  

 
 
 
  

 

 
 
 
 
 
 
 



 

 

Explanation about Left Click and Right Click 

 
What is Double Click? 

A double click means pressing the left mouse button twice quickly without moving the 
mouse. It is used to open files, folders, programs, and applications.  

 

 

How to Double Click 

1. Place the mouse pointer on the item you want to open.  
2. Press the left mouse button twice quickly.  
3. The selected file, folder, or program will open.  

 

Uses of Double Click 

 Open a file.  
 Open a folder.  
 Start a program or application.  
 Open a document or picture. 



 

 

What is a Scroll Wheel? 

The scroll wheel is the small wheel located between the left and right mouse buttons. It is 
used to move up and down through a document, web page, or list without using the scroll 
bar. 

 

Uses of the Scroll Wheel 

 Scroll up and down a document or web page.  
 Read long documents easily.  
 Browse websites quickly.  
 Move through lists and menus.  
 Zoom in and out in some programs (by holding Ctrl while scrolling).  

What is Drag and Drop? 

Drag and Drop is a mouse action used to move or copy files, folders, icons, or other 
objects from one location to another. 

 

How to Drag and Drop 

1. Move the mouse pointer over the item you want to move.  
2. Press and hold the left mouse button.  
3. Move the mouse to the desired location while holding the button.  
4. Release the left mouse button to drop the item.  

 

Uses of Drag and Drop 

 Move files and folders.  
 Rearrange desktop icons.  
 Copy files to another folder or USB drive.  
 Move pictures into documents or presentations.  
 Organize files quickly. 

What are Minimize, Maximize, and Close Buttons? 

These are the window control buttons located at the top-right corner of most application 
windows in Microsoft Windows. They help you manage application windows. 

 



 

 

1. Minimize Button (—) 

The Minimize button hides the window from the desktop and places it on the taskbar. The 
program continues running in the background. 

Uses 

 Hide a window without closing it.  
 Switch to another program.  
 Keep your work open for later.  

 

2. Maximize Button (□) 

The Maximize button enlarges the window to fill the entire screen. 

Uses 

 View more content.  
 Work with larger documents or web pages.  
 Make better use of the screen.  

Note: After a window is maximized, the Maximize button changes to the Restore Down 
button (❐). Clicking Restore Down returns the window to its previous size. 

 

3. Close Button (✕) 

The Close button closes the application window. If there are unsaved changes, Windows 
usually asks whether you want to save your work before closing. 

Uses 

 Exit an application.  
 Close documents or windows.  
 Free up screen space.  

 

 

 

 

 



 

 

 

What are Alphabet Keys? 

Alphabet keys are the keys on a keyboard that are used to type letters. There are 26 
alphabet keys, from A to Z. 

 

List of Alphabet Keys 

A, B, C, D, E, F, G, H, I, J, K, L, M, N, O, P, Q, R, S, T, U, V, W, X, Y, Z 

Uses of Alphabet Keys                                                          

 

 Type words and sentences.  
 Write letters, emails, and documents.  
 Enter names and addresses.  
 Create files and folders with names.  
 Search for information on the computer or the internet.  



 

 

What are Number Keys? 

Number keys are the keys on a keyboard used to type numbers (0–9). They are useful for 
entering numbers, calculations, and data. 

                                             

 

What are Function Keys? 

Function keys are the keys labeled F1 to F12 located at the top row of the keyboard. They 
are used to perform special commands and shortcut functions in Windows and various 
software applications. 

 

 

 
 

  

  

  

  

 
 



 

 

What are Special Keys? 

Special keys are keys on a keyboard that perform specific functions instead of typing letters 
or numbers. They help users control the computer and work more efficiently. 

 
 

 

 
 
 
 
 
 
 
 
 

 
 



 

 

What are Bifunctional Keys? 

Bifunctional keys (also called dual-purpose keys) are keys that perform two different 
functions depending on how they are used. 

 Press the key alone → It performs its first function.  
 Press the key with the Shift key (or another modifier) → It performs its second function.  

 

Examples of Bifunctional Keys 
Key First Function Second Function 

(with Shift) 
1 Types 1 Types ! 

2 Types 2 Types @ 

3 Types 3 Types # 

4 Types 4 Types $ 

5 Types 5 Types % 

6 Types 6 Types ^ 

7 Types 7 Types & 

8 Types 8 Types * 

9 Types 9 Types ( 

0 Types 0 Types ) 

 

Other Examples 
 

Key First Function Second Function 

; Semicolon (;) Colon (:) 

, Comma (,) Less than (<) 

. Full stop (.) Greater than (>) 

/ Slash (/) Question mark (?) 

' Apostrophe (') Double quotation mark (") 



 

 

Control Key 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

Introduction to Word Processing 
What is Word Processing? 
Word processing is the process of creating, editing, formatting, saving, and printing text documents 
using a computer. It allows users to produce professional-looking documents quickly and efficiently. 

 
What is a Word Processor? 
A word processor is software designed to create and edit text-based documents. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

Features and Advantages of Microsoft Word  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

How to Start Microsoft Word  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

Understanding the Microsoft Word Window 
 
The Microsoft Word window consists of the following parts: 
 

 Title Bar – Displays the document name.  

 Quick Access Toolbar – Contains frequently used commands such as Save and Undo.  

 Tabs – Home, Insert, Design, Layout, References, Mailings, Review, View.  

 Document Area – Area where you type and edit text.  

 Status Bar – Displays page number, word count, and language.  

 Scroll Bar – Moves through the document.  

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 



 

 

Creating a New Document 
Steps 

1. Open Microsoft Word.  

2. Click Blank Document.  

3. Start typing your text.  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 



 

 

Saving a Document 
Steps 

1. Click File → Save As.  

2. Choose a location (Documents/Desktop). 

3. Type the file name.  

4. Click Save.  

Shortcut Key 
Ctrl + S 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

Opening an Existing Document 
Steps 

1. Click File → Open.  

2. Browse to the saved document.  

3. Select the file.  

4. Click Open.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 



 

 

Editing Text 
Select Text 

 Drag the mouse over the text.  

 Double-click a word to select it.  

 Triple-click a paragraph to select it.  

Delete Text 
 Backspace – Deletes characters to the left.  

 Delete – Deletes characters to the right.  

Undo and Redo 
 Ctrl + Z – Undo  

 Ctrl + Y – Redo  

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

Formatting Text 
Font Formatting 

 Change Font Style  

 Change Font Size  

 Increase/Decrease Font Size  

 Bold (Ctrl + B) , Italic (Ctrl + I) , Underline (Ctrl + U)  

 Font Color  

 Highlight Text, Normal Text, Bold text, Italic text, Underline Text 

 



 

 

Paragraph Formatting 
Alignment 

 Left Align (Ctrl + L),Center (Ctrl + E), Right Align (Ctrl + R),Justify (Ctrl + J)  

Other Options 
 Line Spacing, Paragraph Spacing, Indentation , Bullets, Numbering  

 



 

 

Cut, Copy and Paste 
Cut  -> Ctrl + X 
Copy -> Ctrl + C 
Paste -> Ctrl + V 

 



 

 

Find and Replace 
Find -> Ctrl + F 
Replace -> Ctrl + H 
 

 
 
 



 

 

Inserting Objects 
 

Insert Pictures 
Steps: 

1. Click Insert.  

2. Select Pictures.  

3. Choose an image.  

4. Click Insert.  

Insert Shapes 
 

 Rectangle, Circle, Arrow, Line  

 

 



 

 

Insert WordArt 
Used for decorative headings. 
Insert Text Box 
Useful for creating notices and posters. 
Insert Symbols 
Examples: 

 ©  

 ₹  

 °  

 ✓  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

Working with Tables 
Create a Table 
Steps: 

1. Click Insert.  

2. Select Table.  

3. Choose the number of rows and columns.  

Table Operations 
 Add rows, Delete rows, Merge cells, Split cells, Apply table styles, etc. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Page Setup 
Margins: Adjust page margins. 
Orientation 

 Portrait  

 Landscape  

Paper Size 
 A4  

 Letter  

 Legal  

Page Breaks: Insert page breaks. 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

Header and Footer 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

Page Numbering 
Page numbering is a feature in Microsoft Word that inserts page numbers (such as 1, 2, 3... or i, ii, iii...) 
into the header, footer, page margins, or current position of each page. 
Functions of Page Numbering  

 Organizes document pages  

 Makes navigation easier  

 Helps readers locate information  

 Essential for books, reports, assignments, and manuals  

 Supports indexing and references  

How to Insert Page Numbers (Insert → Page Number)  

 



 

 

Page Number Locations  
 Top of Page, Bottom of Page, Page Margins, Current Position, etc. 

Formatting Page Numbers  

 1, 2, 3...    i, ii, iii...   A, B, C...   Start at a specific number.  

Removing Page Numbers  

 Keyboard Shortcut: Alt + N, U  

Spell Check 
Microsoft Word automatically checks spelling and grammar. 
Shortcut Key:   F7 
 

 
 



 

 

Printing a Document 
Steps 

1. Click File → Print.  

2. Select a printer.  

3. Choose the number of copies.  

4. Click Print.  

Shortcut: Ctrl + P 
 

 



 

 

Closing Microsoft Word 
 Click File → Exit, or  

 Click the X button in the upper-right corner.  

 

 



 

 

Common Keyboard Shortcuts 
 



 

 

Summary 
 

Microsoft Word is a powerful word-processing application used to create professional 
documents. It provides tools for typing, editing, formatting, inserting tables and pictures, checking 
spelling, and printing. Mastering these basic features enables users to prepare letters, reports, 
resumes, and other documents efficiently. 

 
Learning Outcomes 

After completing this tutorial, learners will be able to: 
 Create and save Microsoft Word documents.  

 Edit and format text professionally.  

 Use tables, pictures, and page layout tools.  

 Apply headers, footers, and page numbers.  

 Use common keyboard shortcuts.  

 Print and manage documents confidently. 

Practical Exercises 
Exercise 1: Create a Letter 

 Type a simple leave application.  

 Format the title in Bold and Center.  

 Save the file.  

Exercise 2: Create a Resume 
Include: 

 Name  

 Address  

 Education  

 Skills  

 Contact Details  

Exercise 3: Create a Table 
 

Name Age City 

Ravi 25 Patna 

Anita 22 Delhi 

 

 



 

 

 

Exercise 4: Insert a Picture 
 Insert a picture.  

 Resize and move it.  

 Add a caption below the image.  

Exercise 5: Design a Notice 
Create a notice using: 

 WordArt  

 Text Box  

 Bullets  

 Borders  

Assessment Questions 
Multiple Choice 

1. Which shortcut key is used to save a document?  

2. Which tab is used to insert pictures?  

3. Which command is used to make text bold?  

4. Which shortcut opens the Print dialog box?  

Practical Test 
 Create a one-page document.  

 Format headings and paragraphs.  

 Insert a table and an image.  

 Add page numbers.  

 Save and print the document.  

Practical Activities 
Create: 

 Personal Bio  

 Letter  

 Job Application  

 Resume  

 Invitation Card  

 Notice  

 Certificate          

 
 



 

 

 

 

 

 

 


