
CONTENTS

Lesson No.                     Title Page No.

1. Basics of Computer 1-17

2. Operating System 18-35

3. Basics of Word Processing 36-58

4. Formatting Documents 59-87

5. Mail Merge 88-105

6. Basics of Spreadsheet 106-139

7. Formatting Worksheets 140-166

8. Formulas, Functions and Charts 167-205

9. Creating Presentation 206-241


