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COURSE NAME COMPUTER HINDI & ENGLISH TYPING
COURSE DURATION 06 MONTHS
COURSE QUALIFICATION | MINIMUM - 10TH & 12TH

COURSE CONTENTS

ENGLISH TYPING

1. Fundamental of Computer - Theory
1. What is a Computer
2. Input & Output Device

3. Hardware & Software

2. Basic Knowledge Of Keyboard

1. Page Setup

2. Page Formatting

3. Finger Position

4. Keyboard Layout

5. Word Dirrills

6. Alphabet Practice

3. Keys Words Practice

. Home Row Practice

. Bottom Row Practice

. Upper Row Practice

. Home & Top Row Practice

. Home & Bottom Row Practice

. All Mix Row Practice

. Short Sentence Practice

. With Shift & Without Shift Practice
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4. Paragraph Practice

1. Short Paragraph Practice
2. Long Paragraph Practice
3. Speed Practice

5. Application/Letter Typing
1. Simple Letter Writting
2. Speed Letter Writting

HINDI TYPING

1. Basic Knowledge Of Keyboard

1. Page Setup

2. Page Formatting

3. Finger Position

4. Keyboard Layout

5. Word Dirills

6. Alphabet Practice

2. Keys Words Practice

. Home Row Practice

. Bottom Row Practice

. Upper Row Practice

. Home & Top Row Practice

. Home & Bottom Row Practice
. All Mix Row Practice

. Shortcut Key Practice
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. Short Sentence Practice
9. With Shift & Without Shift Practice
3. Paragraph Practice

1. Short Paragraph Practice
2. Long Paragraph Practice
3. Speed Practice

4. Application/Letter Typing
1. Simple Letter Writting
2. Speed Letter Writting
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