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OBJECTIVE OF COURSE
~———==2VL OF COURSE

tration program of the Government of Indja.

This program will help in day to day correspondence, small businegg

i ata, and Presentation of dats using the word
the world ¢

f Informatjop Technology. After
completing the course, the incumbent is able to -

Use the cOmputer for basic purposes of Preparing personnel/business
letters, Bio-data, thesis reports etc.
* To understangd the theoretica]

foundationg of com
Capabilities and limitations of (¢

puting as we|] as the
Omputer technology

. Preparing Subjective pre
* Viewing informatjon on
. Sending €-mails, using

Sentations ysj

g power point slides.
Internet,

internet Search engine facilities fop researches.
DURATI()N OF COURSE

'Hours. (Theory: 1 hrs + Practical; 3¢ hrs. + Tutorial: o5 hrs,)
This € Course,
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CHAPTER-WISE ALLOCATION OF TOTAL HOURS:

S.No. | ~ Chapters Theory | Tutorial | Practical
Hours Hours Hours
1. | Knowing computer History and its 1 1 2
Types - S
2. | Introduction to Operating System using 1 1 3
GUI Based Operating System
3. | Understanding Word Processing 1 1 5
.| Applications
4. | Introduction to Spread Sheet 1 1 5
5. | Advanced Level Excel Formulas and its 2 1 5
Application
6. | Using Presentation Tools in MS 2 0 5
PowerPoint
Slide Shows
7. | Making small Presentation 1 0 2
8. | Introduction to Internet WWW and 1 0 3
Web Browsers
Total Hours 10 5 30
SYLLABUS OUTLINE

1. Knowing Computer History and its Types: What is Computer, Basic Applications
of Computer; Components of Computer System, Central Processing Unit (CPU),
VDU, Keyboard and Mouse, Other input/output Devices, Computer Memory,
Concepts of Hardware and Software; Concept of Computing, Data and Information;

Applications of IECT; Connecting keyboard, mouse, monitor and printer to CPU
and checking power supply.

2. Introduction to Operating System using GUI Based Operating System: What is
an Operating System; Basics of Popular Operating Systems; The User Interface,
Using Mouse; Using right Button of the Mouse and Moving Icons on the screen,
Use of Default Icons, Status Bar, Using Menu and Menu-selection, Execution of an
Application, Creating and managing File, Folders and Directories, Creating and

Renaming of files and folders, Multitasking features in Windows; Using Help;
Creating Short cuts, Basics of 0.S Setup; Common utilities.

3. Understanding Word Processing Applications:
Introduction to MS-Office Applications, Opening and
creation and Manipulation; Formatting of text; Ta

language setting and thesaurus; Printing of word docu
designing skills,

Word Processing Basics;
Closing of documents; Text
ble handling; Spell check,
ment, Letter writing and CV

4. Introduction to Spread Sheet: Basi

cs of Spreadsheet; Manipulation of cells;
Number of columns,

rows and sheets, Formulas and Functions; Creating Text,
ries ,Editing of Excel Sheet, Inserting and Deleting Rows,
Column, Changing Cell Height and Width, printing of Excel Sheet, Formatting of
Tables, Inserting and drawing Charts and Pictures,
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5. Advanced Level Excel Formulas and its Application: applying Conditional

Formatting in Excel Sheets, Find and Replace, Advanced Filter options, Date and

Time Functions, Power Bi.

6.Using Presentation Tools in MS PowerPoint: Using PowerPoint, Opening A
PowerPoint Presentaticn, Creation of Presentation, Entering and Editing Text,
Inserting and Deleting Slides in a Presentation, Inserting Word Table or an Excel
Worksheet, Adding Clip Art Pictures and other Objects, Presentation of Slides,
Printing Slides and Handouts, Automating a Slide Show

7.Making small Presentation: Slide Show Project Work on making a Slide Shoe of a

Chapter, Humanities Topic, ICT Usage, Research etc.

8.Introduction to Internet, WWwW, and Web Browsers: Basic of Computer
networks; LAN, WAN, MAN, PAN; Concept of the Internet; Applications of the
Internet; connecting to the Internet; What is ISP; Knowing the Internet; Basics of
Internet connectivity related troubleshooting, World Wide Web; Web Browsing
software, Search Engines; Understanding URL; Domain name; IP Address; Using
e-governance website, Netiquettes, Using Emails; Document collaboration.

Web Links :

eSkillindia- eLearning Aggregator from NSDC

https://nsdcindia.org
National Skill Development Corporation (NSDC) {nsdcindia.org)

Swayam Central
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