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Chapter One: Computer
Fundamentals Computer
Fundamentals

General Introduction
what is the excel program
How to run the program
Software Screen Components
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Office Software: Word Processor
Application

Explain all the components of
the File list in terms of opening,
saving, creating a new file and
other commands
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Word Processor

Explain the components of the
Clipboard tool which are
copying, moving, and copying
formats.
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First tab: Main menu

Explain the components of the
font tool included such as
changing the font type and size,
and other formatting
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First tab: Main menu

Explain the components of the

included alignment tool such as

paragraph location formatting,
text rotation, and more
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First tab: Main menu

Explain the components of the
number tool that involves
changing the listed number
formats
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View tab

How to create conditional
formatting for a group of cells
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View tab

Explain the components of the
Styles tool
Including the order of cells as a
table and changing the
formatting of cells
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Design Tab

Cell insertion
Insert a row
Insert a column
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Design Tab

Delete a cell
Delete Queue
Delete a column
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Insert tab

How to insert and configure
mathematical equations
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Insert tab

Explain the components of the
editing tool including finding,
replacement, autofilling, and
others
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