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Types of input devices with explanations: https://www.tutorialspoint.com/

computer_fundamentals/computer_input_devices.htm

Types of output devices with explanations: https://www.computerhope.com/

jargon/o/outputde.htm
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The Evolution of Computers: https://www.nortonsecurityonline.com/security-

center/evolution-of-computers.html

Data Transfer Rate: https://searchunifiedcommunications.techtarget.com/

definition/data-transfer-rate

Size / Bandwidth Calculator: http://www.stardot.com/bandwidth-and-storage-

calculator

Basic Functions of an Operating System: https://www.techwalla.com/articles/

what-are-system-interrupts
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Different types of computers: http://www.vidyagyaan.com/computer-

knowledge/different-types-of-computer/

Basic ICT Literacy Training Manual: Developed by UNESCO, is available in
E-Library.
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submit it.

Individual Assignment

word processing application, or known sysem, can oxily allow ediiing and creating plam
m a word processor, allows yom o text  documents . withowt amy f
perform different tasks of composing, capabilifies. A word processing application offers
edifsng, formatting and printng of a wide varisty 8 mammber of additional festures that can make your
of documents, ischudmg letiers, resumes and et e—ocument vith
segrts Tt ia 8 wseful aid for teaching end leaming 5 e profossiceal
a3 el because vou may use it @ creaie lesscn appearsace. Foweve: ifyon
oriobeets ad cxemination pepens e design featices
Moseover, the produced muesials by woed of o)
procesung are eary % share amcay teachers and ey mesd 1o use & Seskdop publishing software,
stadents. Education staff can also peepare official sach as Microsoft Publisher o Adobe [nDesign,
letters and other  office [ whuch can pave you more contzol cuer the page
administratyve purposes wsing & word processing Layout
Aplcati. In this Jemon, you will leam how
A word processing application is cee of savigate the commenty Macrosot Word
e most regoently wsed software proprammes cn imerface and become famdlier with i3 most
3 computer ford is the most pogelar important features, sach as the Ribbos, Quick
but commercial one of free woed Access Toolbars, asd Backstage view and
processmg applesticn se LibeQffice, My fiot typiag.

Ogen
Office 2ad Google Doca. White mazy of the woed
procesaing applacstions have sumlas fanctions, it

Tometil | i impoviaat to knew
Procesig which  applicaticn
s rra your  counerparts
"\'"l"':';"n‘ri | usually use becasne #
adsaible 10 wie the I
- —_—
TR sacaa word precusiog

Q 9001
3290C Jin “Print” o%eg:é] (o%,) 0830?059 “Crtl+P” 0$$8(5]u
32008, o1 “Printer” 68:005§) 6g:qIod[gr:03 S6 20d4g§Eo0pd printer 3360503
g0l
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o 0o&:3sel po0cd:[go:rt edlcxnopd exgadel preview o3 [gEqedi
o 00gode008:8EHP3:03 00056d (3) CLNBEIgESE (33,) EdgdsD
©pd20000 ©520p003 coodepdl
¢ ©go561 0060050000:6003ES 0odeRd (38 ) $600500d:6d o€ coodepdi
¢ ©0QOOCl 3265320008 3290300 Gosgds Zv6[opCizaep 00d aqiE §oopd
OOGOD$DI0R05 ©A0PY OIGOD§D 3000023533 3[gE390¢ (page layout) o3
STl
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Win, Mwe Ni
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- 123 123 123

| Portrait Orientation . frve types of llustration Group in Incert Tab. They are Picture, Shapes, Smart

e

8.27" x11.69°

Q 9901

@% 20€0eaubess o

20008:3E:3¢ 380068:qC:600000D (0316033000 32905353¢P:a3 Gagiesdl
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Individual Assignment

Q Q-0

word processing application. or known
A as a word processor, allows you to

perform different tasks of composing,
editing, formatting and printing of a wide variety
of documents, including letters, resumes and
reports. It 13 a useful aid for teaching and learning
as well because you may use it to create lesson
plans, worksheets and examination papers.
Moreover, the produced materials by word
processing are eazy to share among teachers and
students. Education staff can also prepare official
letters and other office documents for
administrative purposes using a word processing
application.

A word processing application is one of
the most frequently used software programmes on
a computer. Microsoft Word is the most popular
but commercial one. Examples of free word
processing application are LibreQffice. Open
Office and Google Docs. While many of the word
processing applications have similar functions, it

Tvpe of Word is important to know
Processing which  application

i your  counterparts

No. Name usually use because it
: St mad\asab‘lletouse?:he
S e same word processing
application for

2. | LibeQffica document sharing to

avoid any loss in
formatting. For instance, if you create a document
using LibreOffice and share it with a friend who
will use Microsoft Word to open it, the formatting
of the document may be slighted changed |

Be aware of the difference between a word
processing application and a plaintext editor. The
former can perform formatting tasks while the
latter, such as Notepad on the Windows gperating

eopE:a0:03Ee3p6

system, can only allow editing and creating plain
text documents without any formatting

pabilities. A word pr ing application offers
anumber of additional features that can make your
SEAL e
a more professional
appearance. However, if you
need more design features
of a document, you

may need to vse a desktop publishing software,
such as Microsoft Publisher or Adobe InDesign,
which can give you more control over the page

layout.

In this lesson. you will learsn how to
navigate the commonly used Microsoft Word
interface and become familiar with its most
1 features, such as the Ribbon, Quick
Access Toolbars, and Backstage view and
Myanmar font typing.

File and Folder Management in word processing
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UNESCO, (2018). Basic ICT literacy Training Manual.
Youth Protection Roundtable Toolkit — Stiftung Digitale Chancen, 2009

https://www.digitale-chancen.de/transfer/assets/final_YPRT_Toolkit.pdf
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