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UNIT-01

I . Introduction to Computer -
1.0 Introduction
1.1 History of Computer
I .2 Components of Computer system

1.2.1. Central processing unit
1.2.2. Keyboard, Mouse, and VDU
1.2.3. Other Input devices
1.2.4. Other Output devices
1.2.5. Computer Memory

1.3 Concepts of Hardware and Software
1.3. 1. Programming Language

1.4 Concept of Data Processing
I .5 Application of IECT

I .5.1. e- governance
1.5.2. Multimedia and Entertainment

(10 MARKS)

UNIT-02 (10]\{ARKS)

2. INTRODUCTION TO GUI BASED OPERATING SYSTEIG ,

2.0 Introduction
2.1 Basics bf operating system

2.2 The user interface

2.2.1. Task bar
2.2.2. Start Menu'

2.3 Operating System Simple Setting
2.3.1. Changing System Data and Time
2.3.2. ChangingDisplay Properties

2.4 File and Directory Management
2.5 Types of Files
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UNIT- 03

3. ELEMENTS OF WORD PROCESSING-
3:0 Introduction

(10 MARKS)

(10 MARKS)

(T0MARKS)
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3 . I Word Processing Eabids'

3.2.2 Save and Save as

3.2.3 Page setup

3.2.4 Print Preview
3.2.5 Printing of Documents

3.3 Text Creation and Manipulation
3.3. 1 Document Creation

3.3.2 Editing Text

3.4 Formatting The Text
3 .4. 1 . Paragraph Indenting
3.4.2. Bullets and Numberine.

3.5 Table Manipulation
3.5.1. Draw Table

3.5.2. Delete / Insertins of row and column

UNIT-04

4. COMPUTER COMMUNICATION AI{D INTERNM-
4.0 Introduction
4 . I Basics of Computer Networks

4.1 .l Local Area Network (LAN)
4.1 .2 Wide Area Network (WAN)

4.2 Intemet
4.2.1 Concept of Intemet

4.3 Services of Intemet
4.3.1 Communication on Intemet

4.3.2 lntemet Services

4.4 Preparing Computer for Intemet
4.4.1 ISPs and Examples (Broad band / Dialup AVi-Fi)
4.4.2 Intemet Access Techniques

UNIT-05
5. COMMUNICATIONAND COLLABORATION-

5.0 Introduction
5.1 Basics of E-mails

5.1.1 Electronic Mail
5.1.2 Email addressins



PRACTICAL SYLLABUS

UNIT.Ol

1. Introduction to Computer and History of Computer and Computer System'

Concepts of Hmdware,gnd Software.

1. Introduction to GUI Based Opelating System Changing System Data and Time'

Changing DisPlaY.

UNIT-03

Elements of word Processing, operating and closing Documents Text Creation

and Manipulation, Document Creation' Editing Text'

UNIT-04

1. Computer Communication and Intemet, Services of Intemet and Computer

Network.

UNIT-05

1. Communication and Collaboration E-Mail.
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OFFICE PRINCIPAL- GOVT KUNJ BIHARJ CHOUBEY MAHAVIDYALAYA LAL BAIIADUR NAGAR

.. DIST-RAJNANDGAON (C.G.)

S.No. Topic Name Theory Practical
I Introduction to Comouter 02 Hour 04 Hour
2 Introduction to GUI Based Operating System 03 Hour 08 Hour
3 Elements of Processins 04 Hour 10 Hour
4 Computer Communication and Intemet 04 Hour 05 Hour
5 Communication and Collaboration 02 Hour 03 Hour

TOTAL l5 Hour 30 Hour
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DESCRIPTION OF VALUE ADDED COURSE
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