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Syugbus % e N ...-~‘ <
Unt 1t Bagio Coneepts | Inroduotion to Compriters, @lassificetian-and Gengratlons of computors; Block
Diagrem of Computer,Hardware, Softwere, Firmware; Fnptt devioes, Memory “end Storage Devicss,
Central Procesging Untt, Omipdf dovices ead Compmtar Ports, Softwrare: Syt softvracs and. AppHosHon
Softwere, Canoept of Algorithm and Flowchart, Generations of Srograriming Langnages, ™
“Untt 21 Operating System ' L —
Concept of Operating System, Operating System : Open'and Proprlstary, Versions of Windows, Peaturss
of Windows Opersting Systam, Windows Desktop, Booting, Shit Down end Standby optipns, Start Mem,
Keyborrd Shortouts; Applicetion Manegement using Control Penel, .Ingtalling end® Uningtalling &
softwars; System Tools; Disk Cleanup, Disk Fragmentation, Working vith Windows Fxpilorer: S azies of

Limmzx 3
Unit 3i Softwere Packages Word Processingi Word processing concepts, Working wih word

document; Opening, Closlng and saving optioms, Rditing text, Find and replace fext, Languags cheoking
otsxt; Bullets and mmbering, “Peragraph

end theseuruses, Formatting, .spell check, Autocorrsot, Amt
Formatting, Indent, Page Formetting; Header end footer; Teblest Inserting md tmporting of teblee, filling

and formatting & teble; Plotnres end Video; Mail Mergs; Printing dociments; Keyboard Shortouts

Spreadsheet; Spreadsheet.conoepts, Managing woﬁqheem, Formatting of Workshests. and Cells,
Bntering dats, Bditing; Primting & worksheet; Organizing Cherts and grephs;- Formmlas end
Funetlons: Hendling operetors in formula; generelly used Spreadshest fimotioms: Methematiocal, -

Stetistical, Finanoial, Logical, Dats end Times; Keyboard Shortouts _ ;
Presentation Softwars Introduotion end creation of the presemtation, Use of Templates; Adding

new slide, Navigeting aoross slides; Use of Master Slids, siids show, Seving end Opening of
presentaticn, 'II‘oxt forinatiing options, Copy, Move , Delets slides, Applying designs, Using
Animetions, Slide Trensitlons, Insert olfp art, Insert sound/movies, Viewing the presentation;

Teking printout of presentetlon/Handowts; Keyboard Shortouts,

Unit 41Worlking with Internet _
Basics of Computer Network end Internet, Working with Internet, ISP, Web Browsers, World

Wide Web (WWW), Uniform Resotiroe Loogtor, (URL) end Domatn Names, Uses of Internet,
Conoept of Search Engines, IP Address, Applications of Internst, Chatting, Video-Conferencing,
Bmall; Manege an B-meil Acoomﬁ E-mall Address, conf gure E-mail Acoount, log to en B-mai],
Sending and Reoefving e-mails, sending files as atteohments, Address Beok;. Uploading/

Downloading Files, Net Eﬁqnattgs. Social impact of ICT in Eduestlon, health care and

Qovernancse '
Unit 5: Cyber Secrwxdfy Vius, Worms, Trofen. and Amti-Virus software, Spywere, Malvware,
Spems, Data Baakup' and Recovery Tools, Indien IT ACT, Types of Cyber Crinie; Srewall,

Cooldes, Hackers and Crackers, Cyber Seotrtty Teohniqués: Anthehtloation, Bnoerypilon, Digital

Signatures, Antf-Virus, Firswell, Steganography,
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