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April MS-Word Revision of class IX 
Inserting Header and 

10 10 4 

footer, 
Paragraph Formatting, 
Line spacing, Ruler Bar, 
Drawing toolbar. 

May MS-Word Inserting tables, Inserting 12 10 4 

Images, Border & 
Shading, 
Mail Merge, Page-setup, 
Print-Preview, Print. 

June 

July MS- Revision of class IX 12 8 4 

Excel 
Introduction to 
Worksheet, workbook, 
cell, cell address, cell-
range, cell-referencing 
and its types. 

August MS- Function (SUM(), AVG(), 12 8 4 

Excel 
MIN(), MAX(), COUNT()) 

Grid-Lines, Print 
Preview, Print. 

MS- Revision of class IX 

Power-

Point 

September MS- Creating slides, Clip-Art, 7 5 3 

Power-
Symbols, effects, 
Customs, Timing, sound-

Point effects, cut, copy, paste, 
slide show 

October Comguter Comguter Fundamentals: 10 10 2 
Fundamentals Introduction of computer 

system, Input & output 
devices, Hardware & 
Software, Component of 
computer 
system,generations, 
primary Memory, 
Secondary Memory, 
types of computer 

November Introduction Introduction to MS- 8 8 4 
to MS- Windows 
Windows Introduction to 

Windows-07, Desktop 
Icons, Display 
properties, creating 
files/folders, renaming 
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