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Unit 1t Baslo Concepts | Iniroduotion to Compuiters, Glassifiostion-sad Generations of computors; Block
Diegram o - Compirer,Hardware, Software, Firmware, Input dsvices, Memory and Storage Devicss,
Central Processing Unit, O devioes end Comyter Ports, Sofiware: Syt softwacs Tad AppTlseton
Software, Canospt of Algorithm and Flowchart, Generations of Brogramming Langrages, ~ "

‘Unit 2t Operating Systsm :
Conospt of Operating System, Operating System ! Open‘and Proprietary, Verslons of Windows, Peatures
of Windovws Operating Systam, Windows Desktop, Booting, Shut Dovwm and Standby optipns, Stert Menn,

using Contro| Penel, Instaling end® Uningtalling g

Keyborrd Shorteuts; Applieation Management
softvare; System Tools; Disk Cleanup, Disk Fragmentation, Working with Windows Bxplorer: Basics of

Linux i3
Unit 3t Softwars Packages Word Processingi Word processing concepls, Working with word
document; Opening, Closlng and saving options, Rdfting text, Find and replace text, Language cheoking
Bullets and numbering, “Paragraph

end: thesauruses, Pormatting, .spell check, Axtocorrsot, Antotext: :
Inserting and importing of tables, filling

Formetting, Indent, Page Rormetting; Header and footer; Tables!
end formatting & table; Plotres and Vidso; Mail Merge; Printing dociments; Keyboard Shortouts

Spreadsheet; Spreadshest.conoepts, Managing woﬁcaheets, Pormatting of Workshests. end Cells,
Entering dats, Bditing; Priming a worksheet: Organizing Cherts end graphs} Formulas and
Punctions; Hendling operators in formuls; gemerally used Spreadshest fimotioms; Mathemetioal, -

Statistical, Pinanolal, Loglcdl, Dats and Times; Keyboard Shortouts . .
Presentation Softvare; Introduotion and creation of the presentation, Use of Templates; Adding
new slide, Navigating across slides; Use of Master Slids, slide show, Saving end Opening of
presentation, Text forimatting options, Copy, Movs , Delets slides, Applying designs, Using
Animations, Stde Trensitions, Insert olip ert, Insert sound/movies, Viewing the presentation;

Teking printout of pregentation/Handouts; Keyhoard Shortouts,

Unit 41 orldng with Infernet .
Basies -of Computer Network and Intemet, Working with Internet, ISP, Web Browsers, World

Wide Web (WWW), Uniform Resouros Loostor (URL) and Domstn Nemes, Ufes of Internet,
Conoept of Search Engines, IP Address, Applications of Internst, Chatting, Video-Conferencing,
Bmail: Manage an B-meil Acoourtt, B-mail Address, conf gure B-mail Acsount, log to an B-mia],
Sending and Recefving e-mails, sending files as atteohments, Address Book;. Uploading/

Downloading Files, Net Efiquettes, Social impact of ICT i Educstion, health care and

Govsmmce ' . l 0 e 2 .
Unit &1 Cyber Secwxfly Vius, Worms, Trofen.and Antl-Virus softwaro, Spyvwire, Malware,
Spams, Data Backup' and Recovery Tools, Indien IT ACT, Types of Cyber Crimie; firswall,

Cooldes, Hackers and Crackers, Cyber Seourtty Techniques: Authehtloation, Rnorypiion, Digttal

Signatures, Antt-Virus, Firewell, Steganography,
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