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Malayalam Typing using Bhasha Software

Familiarisation of Malayalars Keys usig inzeript keyboard
Usage of Bhasha software for typng Malavalam inside ather applications

Fundamentals of Computer

Application and usage of computers

Qlassification of computers

Functional blocks of a computer .

Input unit - Qutput unit - Memory unit

Block diagram

Hardware/Software

High/Low level language

Operating systems

Windows
» ‘Fundamentals of Windows (98/XP/2000)/ Open Source Operating Systems
» Parts and Usage of different components of a window

> Usage of Desktop - Task Bar - Recycle Bin _
> Using different appiications available in the Operating systems
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Word Processing

Using Microsoft Windows/COpen Office Packages

Basic Features of Ward processing, advantages over typewriting
Basics of word processing

Starting Malayalam Application {Bhasha) and activating Malayalam
Keyboard driver software with word-processing applications
Saving, Copying and Deleting documents
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. T}'pingtmctﬁnserting,copymg,nﬂﬁng,}baﬂngm

¢ Formatting text using different fonts, typestyles etc, using toolbars
* Setting paragraph Options '

* Sefting tabs and indents

# Managine tonlbars
7 Managmg word views
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Managing multiple documents
Splitting documents

Hiding and un-hiding text
Formatting long documents

s Ugng styies
o Creatiiy adewes and retereness
s reanny table of contents

Ceating temmete and usege
Covanine He wlers and Pooters
Coeeiy secHons

e o furd and replace tools
ﬁ}w”ﬁ.‘.h ara Orrammar Checkang
peile Maragement

¢ Creating Tabley

« Inserting and Deleting rows I‘.nd calirme
+  Merging and splitiing cells

s Advanced Table features

Ustng wordart, shapes, dipsrt, pletures etc.
Page setup i
Freviewing and Printing of documents

Scheerne of Fvaluation

St Test (B0 w0000 T0 Mis, Doy

soMalayabasy oS aronnd P characters will Be prosded as handeopy
sond the vag rmdau_ fizs 1o type 1+ mside e LBS Ly ping b Cuatar (software
deveivped by LBS Centre {or Science & Tech.nulugv) for word-processing,
teat The evaluation will be done by counting the cotrect aumber of words
irakde the typed text and a mark will be generated based on that and the
st mark for that test is 4.

et Processing (30 Marks) %8 Mg, Duraton™
5. Lsing Micosoft word/Open oiﬁce writer, cesttry a Malavalam

doeunmem witl i

i Runidng text, Tubles, Pictures, shapes etr,
§. Sample Govt Order: ote
o Sarpple DO letter
o Sniade Crrenlur sty




