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Unit 1t Bagla Conespts | Introduotion to Compriters, Glassifioation-amnd Gengratlons of computers; Block
Diagram of Computer,Hardware, Sofiware, Firmwars, Inpti dsvioss, Memory “and Storags Dovioss,
Central Processing Untt, Ouput devioes end Comprter Ports, Sofiware: Sy softvars td Appilsetion
Softwere, Canospt of Algorithm and Flowchart, Generations of Brogramiming Langiages, ~ """

‘Untt 2t Operating Systsm :
Conoept of Operating System, Operating System ! Open‘and Proprietary, Verslons of Windows, Peatures

of Windovrs Operating Systam, Windows Desktop, Booting, Shut Down and Standby optipns, Start Menu,
dl, Tnstalling end* Uningtalling a

Keyboerd Shortewts; Applleation Management using Control Pan
softvere; System Tools; Disk Cleanup, Disk Fragmentation, Working with Windows Explorer: Beaxics of

Limmx : o
Unit 31 Software Packages Word Processingi Word processing concepts, Working with word
document: Opening, Closlng and saving options, Bditing text, Find end replace text, Language cheoking

ot, Amtotsxt; Bullsts and mmbering, “Paragraph

and. thesauruses, Formatting, .spell check, Awutocorrs
Formatting, Indant, Page Formatting; Header and footer; Tables: Inserting md importing of tables, filling

and formatting & table; Plotnres and Vidso; Meail Merge; Printing doctments; Keyboard Stortouts

Spreadsheet; Spreadshest.conoepts, Managing woﬁcshaets, Formetting of Worksheets. and Cells,

Batering dats, Bditing; Primting s worksheet; Orgenizing Cherts end graphs;- Formulas end

Functions; Hendling operstors in formula; gemerally used Spreadshest fimotions: Mathemetioal,
Statistical, Pinenotal, Logleal, Dats and Times; Keyboard Shortouts

Presentation Software; Introduction and creation of the presentation, Use of Templates; Adding _

new slide, Navigating aoross slides; Use of Master Slids, slide show, Saving end Opening of
presentation, Text forinatiing options, Copy, Move , Delete slides, Applying designs, Using
Animations, Stide Trensitions, Insert olip ert, Insert sound/movies, Viewing the pressmtation;
Teking printout of pregentation/Handowuts; Keybosard Shortouts,

Unit 4;*Working with Infernet |

Bastes -of Computer Network and Intemet, Working with Internst, ISP, Web Browsers, World
Wide Web (WWW), Unfform Resouzos Looator, (URL) and Domstn Nemes, Uses of Internet,
Coneept of Search Bngines, IP Address, Applications of Internst, Chatting, Video~Conferencing,
Bmail: Manage an B-mail Acoourtt, B-mail Address, conf gure B-mail Acsount, log to an B-miad],
Sending and Recetving e-mails, sending files as attechments, Address Book:. Uploading/

Downloading Files, Net Eﬁqusttfs_s, Soctel impact of IC’I.‘ in Bduestlon, health care and

Governance '
Unit 51 Cyber Secmxfly Vius, Worms, Trofen. and Ami-Virus softwars, Spyware; Malware,
Spams, Data Badkup and Recovery Tools, Indlan IT ACT, Types of Cyber Crimie; firewall,
Cookdes, Hackers end Crackers, Cyber Seourity Techniquss: Authettloation, Bneryption, Digttal
Signetures, Antf-Virus, Firewall, Steganography, |
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