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Lesson 1:

Lesson 2:

Lesson 3:

Lesson 4:

Lesson 5:

Lesson 6:

Lesson 7:

Lesson 8:

Lesson 9:

Lesson 10

Lesson 11:

Lesson 12:

Lesson 13:

Lesson 14:

Lesson 15:

Lesson 16:

Lesson 17:

Lesson 18:

Lesson 19:

Lesson 20:

Lesson 21:

Lesson 22:

Lesson 23:

Lesson 24:

Windows 10 syllabus (Seventh grade (Basic))

History of computer, Areas that use computers

Computer components

Introduction to OS and MS windows 10 overview

Installation of MS Windows 10

Graphical User Interface (GUI) basics (Start menu, Taskbar, Notification area and System Tray)
Personalizing Desktop, Display setting, Screen server and Icons
File explorer and Navigation

Managing File and Folder (copy, cut, paste, rename and delete)
Power option, Volume and Sound and Keyboard shortcut

: System properties, Date and Times, Region and Languages
Search and getting Helps

Cortana and Notification

Working on Desktop multiple and virtual

Hardware (Mouse, Keyboard, Printer and devices)

Users management

Security and Parental control

Universal Apps

Application management

Base idea about Networking

Windows web browser (MS Edge)

Email management

Favorite setting

Application Shortcut

Backup and recover
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Lesson 1:

Lesson 2:

MS Word 2016 Syllabus (Eighth grade (Basic))

Understanding word processing and exploring MS word 2016

Installing MS Word 2016 in Office 2016

Lesson 3: Creating new document (using blank document or from templates), opening existing document
and recent document

Lesson 4: Save, save as, saving in OneDrive and saving as PDF file

Lesson 5: Copy, cut, past, selecting text and applying format

Lesson 6: Changing document view

Lesson 7: Customizing the quick access toolbar and the ribbon (add or remove the symbols)

Lesson 8: Searching for a text or replacing, getting helps

Lesson 9: Changing documents (themes and inserting watermarks), adding background, adding borders and

shading

Lesson 10

Lesson 11:
Lesson 12:
Lesson 13:
Lesson 14:
Lesson 15:
Lesson 16:
Lesson 17:
Lesson 18:
Lesson 19:
Lesson 20:
Lesson 21:
Lesson 22:
Lesson 23:

Lesson 24:

document

: Modifying the page setup and paragraph

Inserting symbols and characters, adding word art

Adding header, footer and page numbers

Creating and modifying lists, applying built-in styles

Creating table and formatting tables

Table structure and layout, sorting data table

Converting between text and table, performing calculation in tables

Inserting (picture, online picture and online video), formatting images

Drawing and modifying shapes, controlling shape layout option

Inserting and modifying SmartArt and charts, using existing data in the chart
Working with objects, assigning keyboard shortcut

Inserting hyper link, creating bookmarks and moving to specific location element
Inserting footnotes and endnotes, inserting referencing and inserting caption
Creating table of content and figure, creating indexes and compiling bibliographies

Correcting spelling and grammar error and auto correct, inserting comment, password protecting
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Lesson 1:

Lesson 2:

Lesson 3:

Lesson 4:

Lesson 5:

Lesson 6:

Lesson 7:

Lesson 8:

Lesson 9:

Lesson 10

Lesson 11:

Lesson 12:

Lesson 13:

Lesson 14:

Lesson 15:

Lesson 16:

Lesson 17:

Lesson 18:

Lesson 19:

Lesson 20:

Lesson 21:

Lesson 22:

Lesson 23:

Lesson 24:

MS Excel 2016 Syllabus (Tenth grade (Secondary))

Introduction to MS Excel 2016
Excel 2016 Requirements and Setup
Navigating (Quick Access Toolbar)

Navigating (Ribbon, Formula Bar)

Worksheets and Workbooks

Entering Information into MS Excel 2016

Introduction to Working with Cells, Rows, and Columns

Formatting Data and Cells

Formatting Rows and Columns

: Editing Cells, Rows, Columns, and Worksheets
using Keyboard shortcuts

Introduction to Formulas and Calculations
Working with Formulas and Functions
Maintaining Worksheets

The What-If Analysis

Adding Images and Graphics

Charts and Diagrams

Creating Data Lists

Managing Data

Data Analysis (Filter, Conditional Formatting)
Pivot Tables and Pivot Charts

Printing Worksheets and Workbooks
Templates

Protecting, Saving, and Sharing Workbooks
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Lesson 1:

Lesson 2:

Lesson 3:

Lesson 4:

Lesson 5:

Lesson 6:

Lesson 7:

Lesson 8:

Lesson 9:

Lesson 10

Lesson 11:

Lesson 12:

Lesson 13:

Lesson 14:

Lesson 15:

Lesson 16:

Lesson 17:

Lesson 18:

Lesson 19:

Lesson 20:

Lesson 21:

Lesson 22:

Lesson 23:

Lesson 24:

Introduction to MS Access 2016
Access 2016 Requirements and Setup
About Databases and Normalization
Access 2016 Database Objects
Navigating MS Access 2016

Creating Table

Object Views

Queries

Using Criteria, Operators, and Wildcards
: Parameter Queries

Relationships and Joins

Creating Calculated Expressions
Summarizing Data

PivotTables

Pivot Charts

Introduction to Controls and Formatting Forms
Creating Simple Forms

Creating Reports

Designing Your Report

Advanced Formatting for Reports
Creating Macros

Printing and Exporting Reports
Importing and Exporting Data

Putting It All Together
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