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3 Months Computer Fundamental, MS

Paint,Notepad, Wordpad, MS Word,Excel,
Powerpoint, Internet, DOS
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Computer Fundamental




Basic Program
BASIC PROGRAM EXTENSION NAME

MS PAINT -Drawing Program .bmp ( Bitmap Picture)

NOTEPAD - Text Editing Program Txt ( Text Document)

WORDPAD - Small Word processing Rtf ( Rich text format)

MS WORD - word processing program Docx (Document file)

MS EXCEL - Calculation program XIsx (spreadsheet Program)

MS POWER POINT - Slide Show program Pptx (presentation Program)

MS ACCESS - Data Create table Acdb (Database Program)

INTERNET - Email/Online Service HTML ( Hyper text markup language)
DOS - Operating System

Cmd ( Command)



Computer Fundamental \C/

» Type of Computer
»Type of Memory TYPES OF HARDWARE

» Type of Software

» Computer Hardware

» Computer Basic GK Question
» Computer Basic Shortcut Keys
» Computer Related Full form

> Number System



\m‘ﬂuw‘“

Tally Program o

\‘fw

Topic Chapter wise Important Voucher
= Accounting voucher = Conira Voucher
= Payment voucher
®» |nventory voucher .
®» Receipt voucher
se discount = Journal voucher
bill discount give/receive = alcsveletd
R or given » Purchase voucher
BUIRES » Dabit note & credit note
GST Tax ( GSTR1, GSTR2) » Recipt note & delivery note
DS » Sales & purchase order
» Aftendance voucher

Payroll Statement

Payroll voucher
Bank Statement
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