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Uit 1

A, Computer and its Components:

\~Befinition, Characteristics of Computer Application of Computer, Generation of
Computer, Type of g:_nlgﬂﬁy Computer Ovganization & Biock Diqtm
Repmentmlun. Central Processing Unil, Input/output Devices, Computer Memary.
Prifary an “econdary memory, Magnetic and opr: rlqi ﬁmrage Ddlwte ROM ardc s

/ _'vpes, Mic sprocessors, Instruction set; C'le & Ri5< orocessor, Cancept of Hardware

&S software, Computer unguaun Campﬂm & lnterprotes

e o

8. Operating System (Ms Windows}):
erating Systam, Components of Operating System, Types of Operating System,
/ Fupction of Operating System, GUI | and QEI GEeranng System, Basic Components af
Windows, icons, Taskbar, Managmg_ files and Folders, Copying and Moving Fi es and =
Folders, Control Panel. .~
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_ ‘Definition of Data & 1nﬁurﬁ1‘atlnn Concept of Dam Processing, “B‘mc Data Types,
Techniques and Method of Data Procesiing, Editing, Madify and Minn. Storage of
Data/inforn «1on as Files
hitrqduction v Oatabase Mur.agement System & Relational Database Management
System, Data Strutture, Elements, Fields, Records. Business Files, Classification of Files,
Master Files, Transaction Files

L]

8. Computer Network & Intérnet:

Introduction to Computer Network, Advantages ol Networking, Clfents and $I'Ihllf5,

Data Transmission Modes, Data Tmsfmssinn Speed Data Transmission Medis, Dlglﬂl

and Analog Transmission, Introduction to Netwoik Protocel and Topolegies, ISP,

Network Types (LAN, WAN and MAN), Communication Protocols, Inter Nmﬂng
/-' Tools, Modem, NIC card, Routers, Bridges, Switches,

Web Browsers: Internet Esplorer. Google Chrome, Mozila Firefox, Net Surfing, Web
suarching, Si-arch Eagines.

Internel Servioes: E-mail, Teloet FTE, WWW, HTML 1R,
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Unit 3.

A. MS Word Basics: 1

introduction 10 M5 Office, Introduction 10 MG Wora, Fegtores 2 area of ise. Warking

with M5 Word, Menus & Commands, Toolbars & Butions. shortcut menus, Wizards &
Templates, Creating a New pocyment. Different Page Views and layouts, Applying
various 18xt Lhancements, Working with- Styles. Text Artributes, paragraph and Page
Formatting, Text Editing using various features, Bullels, wjumbering. Auto formatt ni.
printing & Various Print Oplions
Advanced Foatures of Ms Ward® Spell Check, Thesaurus find & Replace, Headers &
roolers, NSErtng: Page Numbers, Piclures, Flies, Aulo 1exl5, symbols elt waorking
with Columns, Tabs & Indents, Creation & Working with Tables including conversion L0
and from text, FANTEINS & Spaci management A Document, Adding References anc
Graphics, Mail het B€, Envelops & Malling Labels. impor:ing and exporting 10 and from
variout lormats. '

Hands No Session:
introduction to word processing. fonts, Gist, Characier Enhancement, Character
Spacing. Kerning etc. justification, Line Spacing, paragraph, GuIler. Warping, Bullets,
Rules, Boxes & Shades etc. Croating your document, praofng your Document,
warking with Tables, Charts, Graphies & longer Documents. Mail merge & Label, Web,
Macro & Wizard, Printing etc. & : '

Uit 4
M5 Excel Basics:
\ntroguction and area of use. working with M5 Excel., concepts of Werkbook &

worksheets, Usmg Wirards, Various Dats. Types WSiDE difforent feaiures with Data
—Cell and Texts, n oTHNE, Remavinf & ResiZing of Coturrns & Row. Workmg with Data

£ Ranges, piffurent Views of worksheats. Column fress ng, Labels, Hiding Splitting
etc Using different features with Data and Yoyt Use of Formules. Celculations &
Functions, Cell Formatting Including porders & 5hading working with Different Chart
Types, Printing of Waorkbooks & Worksheets with varinus oplions. s

Hands on Session:
intreduction to worksheet g spreadsheet, Celis, entening Text, Numbers and Formulss,
warkbook, Menu & Toolbar, {ormatting Numbers & Teat, Protecting Cells, Creation of

Charts, Macro, Database, using Tables, Files withi Other Programs Statist cal Analysis,
Linking Workbooks, Comma-Separated values, Frinting

Unit 5

MS Power Point Basicit
(ntroduction i area of use. Working with ™5 powerPoint, Creating 2 New
prosentation, working with Prasenielion, Ysing Wizards, slides & its different vigws,
Wserting, Deleting and Copyiny of Shides, workir g with Notes, Handouts, Columns &
LEts, AOaing raphics, Sounds and Movies 19 & Shde, Working with PowerPoint
Objects, Designing & Presentation of Slide Thow, Printing Presentations, Notes,
Hindouts with Print options.
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Hands on Session:
introduction to Power Point Interface, Menus, Command & Toolbars, Creating
Presentation, Using Wizard, Creating New Presentation, Creating Presentation from
Template, Working with Charts, Working in Qutline View, Organisation Charts &
Tables, Working on Presentations, Working in slide Sorter View, Making Slide Shows.

Text Books:
1. Introduction te Information Yechnology —~ V. Rajaraman
Cores on Computer Concepts- By Reema Thareza, Oxford Press 20106
Computer Application ~ By Vikas Gupta, Printe
Fundamental of Computers - By P, K Sin




