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Unit 11 Baslo Concepts 1 Intoduotion to Commpriters, Slassiflontarrand Generetions of computers; Blook
Diegram of ComputerHardware, Sofiwere, Firmware, Inptit devioes, Memory and Sforage Devices,
Otiptt dsvices and Comprter Ports, Sofiware: Syt softwars end AppHoetion

Central Processing Untt, Otiip _ : P
Software, Canoept of Algorithm and Flowchart, Generations of Frogramming Langrages, """

e T

‘Unit 21 Operating Systsm :
Conoept of Operating System, Operating Systsm : Open'end Proprietary, Verslons of Windows, Featuras
of Windovws Operating Systam, Windows Desktop, Booting, Shut Down end Standby optipns, Stert Menn,
Keyborrd Shorteuts; Applioation Management using Contro] Penel, Installing end* Uningtalling &

software; System Tools; Disk Cleanup, Disk Fragmentetion, Working with Windows Beplorer: Basios of

Linux 2
Untt 3 Software Packages Word Processingi Word processing consepls, Working with word
document; Opening, Closlng and saving options, Bditlng text, Find and replacs toxt, Language cheokdng
and thesauruses, Formatting, .spell check, Autocorrset, Amtotext; Bullsts and mmbering, “Paragraph
Formatting, Indent, Pago Pormetting; Header and footer; Tables: Inserting and importing of tables, Alling
end formatting & table; Plotares end Vidso; Mall Merge; Printing doctments; Keyboard Shortouts

Spreadsheet; Spreadshoet.conoepts, Managing workshests, RFormetting of Worksheets. end Cells,
Entering dats, Bditing; Printing & worksheet: Organizing Cherts and graphs;  Formulas end
Punctions; Hendling operators in formula; gemerally used Spreadshest fimotioms; Mathemeatioal,

Statistioal, Finanotal, Logleal, Dats and Timas; Keyboard Shortouts _ .
Presentation Software; Introduction and creatlon of the presentation, Use of Templates; Adding _
new slide, Navigating aoross slides; Use of Master Slids, slide show, Saving and Opening of
prosentation, Text fortnatting options, Copy, Move , Delete slides, Applying designs, Using
Antmations, Slide Trensitions, Insert olip art, Insert sound/movies, Viewing the pressotation;

Teking printout of presentation/Hendowts; Keyboard Shorteuts,

Unit 41°Worlking with Infernet .
Basies -of Computer Network end Intemet, Working with Internet, ISP, Web Browsers, World

Wide Web (WWW), Uniform Resoturos Looator. (URL) and Domatn Names, USes of Internet,
Conoept of Searsh Bngines, IP Address, Applications of Internst, Chatiing, Video-Conferencing,
Bmail; Manage an B-mail Acoomﬁ E-mail Address, conf gure E-mail Acoount, log to an B-madl,
Sending and Recetving e-mails, sending files as aftechments, Address Book;. Uploading/

Downloading Files, Nt Bflquettes, Soctal tmpact of ICT in Bduestlon, health care and

Governance ' o
Unit &1 Cyber Secuxify Vims, Worms, Trofen.and Antl-Virus softwars, Spyvwiire, Malware,
Spams, Deta Backup and Resovery Tools, Indlen IT ACT, Types of Cyber Crimie; firewall,

Cooldes, Hackers and Crackers, Cyber Seourity Techniques: Authehtioatlon, Rnorypilon, Dight
Signatures, Antt-Virus, Firewnll, Steganography, _
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