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I'indamontal of Computora
Syllnhun

|/
Unit 11 Yipale Coneopts 1 Introduotlon to Compters, Clasalflontlon and Clensratlonn of computors; ﬁ'oj’:
Dingram of Computer, ardhvaro, Solware, Plrmware, Input dovices, Memory nd Bloregs Do;ﬂ ¢es,
Contra] Processing Unly, Output davlces and Computor Ports, Bollware: Bystem software end Applicetion
Solh\'nn\hConoopt of Algorilhm and Flowehart, Goneratlors of Progrumming Lengunges,
"‘Unlt 2; Oporating Systom

Concopt of Operating Systea, Opernting Systom : Open'and Proprletary, Versions of Windows, Peatures

of Wiadows Operating System, Windows Desktop, Booting, Shut Down end Stendby options,tart Menu,

Keoyboard Shortouts; Applloation Manngemont using Control Panol, Installing end Uninstalling e

software; Systam Tools; Disk Cleanup, Disk Pragmontation, Working with Windows Explorer; Besics of

Linux

Unlt 3: Software Pnckages Worg Processing: Word procossing concepts, Working with word
ent: Opaaing, Closlog and saving options, Editing toxt, Find and roplace text, Lenguage checking

correct, Autotoxt; Bullets and numbering, Paragraph
Formatting, Indent, Page Formatting; Header and footer; Tables: Inserting and Importing of tables, filling

and formatting a table; Pictures and Video; Mail Mergo; Printing documents; Keyboard Shortcuts

Spreadshest: Spreadsheet concepts, Managing wm:ksheets Form

atting of Worksheets and Cells,
Entering data, Bditing; Printing a worksheet; Orgenizing Cherts and grephs; Formulas end

PFunctions: Hendling operators in formule; generelly used Spreadsheet fonctions: Mathematical,
Stetistical, Pinancig], Logical, Date end Times ; Keyboerd Shortcuts
Presentation Software: Introduction and creation of the presentation, Use of Templates; Adding
new slide, Navigating ecross slides, Use of Master Slide, slide show, Saving and Opening of
presentetion, Text formatting options, Copy, Move , Delete slides, Applying designs, Using
Animetions, Slide Transitions, Insert clip art, Ingert sound/movies, Viewing the Presentation:
Teking printout of presentation/Handouts; Keyboard Shorteuts,

Dnit 4: Working with Internet

Sending end Receiving e-mails, sending files as attachments, Ad
Downloeding Piles, Net Efiquettes. Social impact of ICT In B4
Govemance .

Cooldes, Hackers end Crackers, Cyber Security Technj
Signatures, Anti-Virus, F irewell, Steganography.
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