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Digital Documentation

■ Word processing: styles, templates and images.
■ Table of contents and mail merge.
■ Formatting text and paragraphs.
■ Tracking changes and comments.

Spreadsheets & Database

■ Formulas, functions and cell referencing.
■ Charts, sorting and filtering data.
■ Database concepts: tables, records and fields.
■ Queries, forms and reports basics.

Web & Communication

■ Digital presentation basics.
■ Email etiquette and netiquette.
■ Cyber safety and data protection.
■ Scoring subject - revise definitions and shortcuts.

Want the full Class 10 IT PDF with practicals?
Message us on WhatsApp at +91 98916 12831 or visit www.topperhubacademy.com to book a FREE

demo class and get your full batch details.


