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Unit 1¢ Basle Coneepts 1 Infroduction fo Compriters, Classtfication snd Genprations of oozﬁputeréﬁ Blcck
Diagrem of Compirfer,Herdware, Softwars, Firmwars, Input devices, Memory and Storegs Deviess,
Central Processing Unit, Output devices and Computer Ports, Software: System sofiware end £ppication
Software, Conoept of Algorithm and Flowchart, Generations ofProgramm.nnggunaea o
“Unit Z1 Operating System :
Congept of Operating System, Operating System ¢ Open'and Proprietary, Verslons of Windovrs, ¥ d5atar

of Windows Operating Systsm, Windows Desktop, Booting, Shut Down and Standby options, Start Mcnﬂ
Keyboard Shortouts; Application Menagement using Control Panel, .Instaling and Uninsmllmo %

sofiwere; System Tools; Disk Cleanup, Disk Fragmentation, Working with Windows Exnlo er; I:auuo,) of

Linx
Unit 3t Soffwars Packages Word Processingi Word prooessino concapis, Working with seoas

document; Opentng, Closlng and saving options, Rditing text, Find and teplace text, Language cheokdng
and thesauruses, Formatting, -gpell check, Aittocorrect, Antotexi: Bullsts and mm.bermg, ‘Peragraph
Formatting, Indent, Page Formatting; Header and footer; Tables: Inserting end imporiing of tables, fing

and form&tﬁng a table; Plotures and Video; Meil Merge; Prnting doctmments; Kevbo&ra SLo-tcutq

Spreadshest; Spreadsheet.conoepts, Managing Woﬂcshee’rs Formatting of Wo kshpets and Cells,
e >

Baterlng dats, Bditlng; Prinfing 8 worksheet; Organizing Charts and grea;hs; Formulas snd
" Functions: Handling operators in formula! generally used Sproadshest fimctlons: Mathemeatioal, -
Statistical, Financtal, Logical, Date and Times; Keyboard Shorfouts .
Presentation Software! Introduction and creation of the presemtstion, Use of Templates; Adding )
new slds, Nevigating across slides; Use of Master Slide, slide show, Saving eand Upenirg of
presentation, Text formetting options, Copy, Move , Delete slides, Applylng designs, T ag
Animations, Sde Transitlons, Insert clip art, Insert sound/movies, Viewiny the presemieiicu;
- Taking printout of pregentetlon/Heandouts; Keyboard Shorteuts,

TUntt 4: Working with Internet
Basics of Computer Network end Intemet, Working with Internet, ISP, Web Br owgers, Worid

Wide Web (WWW), Uniform Resonros Looator. (URL) and Domefn Names, Uses of Interust,
Concept of Search Bngines, IP Address, Applications of Internet, Chetting, Video-Conferensing,

Rmail Manage an B-mall Acoormt, B-mall Address, configire B-mail Acoount, log to an B-miail
Sending end Reoceiving e-meils, sending files as aftachments, Address Book;. Uploading/

Downloading Files, Net Btlquettes, Soctal impact of ICT I Educstton, heslth care snd

Governance
Unit 51 Cyber Securdfy Vimus, Worrms, Trojan end Ant-Vifus soﬁware, Spywers, Malwre,
Spems, Dats Backup and Recovery Tools, Indian IT ACT, Types of Cyber Crimie; firewsll,
Cooldes, Hackers and Crackers, Cyber Seourity Techniques: Autnenﬂcation, " Bnerypion, Digftal

Signatures, Anti-Virus, Fiewall, Steganography,
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