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agq* t 1arExc)
'1. ComputerFundamentals
1.1 computer: - Definition, characteristics, Types & Applications.

1.2 Overuiew of a computer system-
1.2.1 Daia and dala processirg
1 .2-2 Ha'dwate

1.2.2.1 Definiiion of Hardware

1.2.2.2lnput Unil- Keyboard, Mouse, Scanner, elc
1.2.2.3 CPU:- Afithmetic Logic Unil (ALU), ControlUnit (CU), lt4emory Unit ([,4U)

1.2.2.4 Output Unil- lvlonilor, Printer, etc

1.2.2.5 Storage devices: - Primary & Auxiliary lvemory (Hard Disk. Compact Disk, DVD, Flash disk)

1.2.2.6 Network card
1.3 Cache ,4emory

1.4 Concept of Computer related threats (Virus, woms, Trojan, phishing eic) remedies and ptotection

1.5 Concept of Multimedia
1.6 File lllanagement base:

1.6.1 Concept of File and folder

1.6.2 Wildcards and Pathname

1.6.3 Type offiles and file extension
1.7 Number Systems

1.7.1 lntroduction to ASCII and Unicode standards
2. Basic Concept of Software

2.1.1 Software and its types
2.1.2 Form and form element
2.1.3 Types ofso"tware error
2.1.4 Concept of data validation

3. Computer Networklng
3.'1 lntroduction to Networking
3.2 Types of Neiwork (LAN, WAN etc.)
3.3 concept of E mail/ lntemeuExiranel/ lntranel, Word wide web (WWW)

3.4 Familiaritywith internet browsers (e.g I lnternet, explorer, Firefox, Opera, Safad. Google Chrome eic)

3.5 lnlroduction to lP address, subnet mask and defauli gateway

3.6 lnlroduction to Network [,4edia, Topology and Proiocoi

3.7 Sett ng Up Netwo*
3.8 Concepl ofVPN

4. Hardware Maintenance and Troubleshooting

4.1 Hardware lt4aintenance

4.1.1 Configure and apply BIOS settings
4.1.2 lnstalling and configuring storage devices
4.1.3 Connectortypes (BNC, RJ45, HD[rl) and associaied cables
4.1.4 lnstalling and configuring varlous peripheral devices ([.louse, Keyboard, Scanner, Printer, Speaker)

i 4.2 Troubleshootingrr' 
4.2.1 Troubleshooung of computerand its peripherals (keyboard, mouse, printer, scanner, speaker)

., . 4.2.2 Troubleshooting ofconnectivity (cables, network, eic.)
4.2.3 Troubleshooiing of memory, processor,storage, display
4.2.4 Troubleshooring ofoperating system and application software
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5. Operating System
5.1 lntroduction to Operating System
5.2 Ty?es of Operating System
5.3 Function of Operating system
5.4 Command line operalion (e. g copy commard, move command to view and sei different Rle altribuies etc)

5.5.1 lntroduction to GUI
5.5.2 lntroduction of windows Operating Sysiem

2.5.2.1. Basic windows Elements- Desktop, Taskbar, My Computer, Recycte Bin, etc.
2.5.2.2. File l\,4anagement with Windows Exptorer
2.5.2.3. Windows applications: (e.g Controt panet, Character IVap, paint etc)
2.5.2.4. Finding file offolders and saving the resutt
2.5.2.5. Starting a program by command Jjne operalion
2-5.2.6. Changing window settings

2.5.2.7. Adding/Removingprograms
2.5.2.7 .2 Clearinq th€ contents of docum ent menu
2.5.2.7.3 Controlpanelitems

2.5.2.8Creaiing shortcut (icons) on desktop
2.5.2.gsystem tools: - djsk scannlng, disk defraqmenter, backup, resiore, format

6. Word Processing
6.1 Concept ofword Processing
6.2 Types of word Processing
6.3 lntroducUon to word Processor

6.3.1 Cr€ating saving and Opening the documents
6.3.2 Elements of word Prccessing Environmert (tVenu. Tootbars, Stalus bar, Ruters. Scro bars. etc.)
6.3.3 Copying, [,4oving Deleting and Formatting Text (Font, S]ze, Cotor, Alignment, Line & paragraph spacirg)
6.3-4 Finding and Replacing Texi
6.3.5 Familiar wilh Devanag arilRom anize Fonls
6.3 6 Crcalirg lists wilh ButteLs and Numbenng
6.3.7 Creating and lVanipulatinq Tabtes
6.3.8 Borders and Shading
6.3.9 Use of lndentation and Tab Setting
6.3.10lnserting Header, Footer, Footnotes, Endnotes, page Numbers, Fite pase break Secrion break,

craphics, Picturcs, Charts, Word Art. Syrnbots & Organizalion Chart
6.3.11 Operating & saving different types ofdocument
6.3.12 Chang'ng Default setiings
6.3.13 Security Technique of Documents
6.3.14 l\,{aster Document, Cross Reference, tndex, Tabte of Content.
6.3.15 Settjng Page Layout, Previewing and printing Documents

7. ElectronicSpreadsheet
7.1 Concept of Electronic Spreadsheet
7.2 Types of Elecironic Spreadsheet
7.3 Organizaiion of Electronic Spreadsheet application (Ce , Roes, Cotumns, Worksheet. Workbook and

7.4 lntrodLrction to spreadsheet applicat on

, 7.4.1 Elemenls of Electronic Spreadsheet Envhonment (l\,4enu Tootbars, Siatus bar Ruters. Scroltbars etc
7.4.2 Editing, Copying Moving Deleting Ce Contenrs
7.4.3 Familiar with Devnagari Fonts



7.4.4 Formating Cells (Font ,Border, Patiern, Alignmenl, Number and Protection)
7.4.5 Fomatting Rows, Column and sheets
7.4.6 Using Folmula- Relative cell and Absolute Cell Reference
7.4.7 Using basic Funcuons
7.4.8 Generating Series
7.4.9 Sorti'rg and F.lterirg DdLa

7.4.10 Summarizing Data with Sub Totals
7.4.11 Creating Chart
7.4.12lnseding Header and Footer
7.4.13 lmporting iorm and Exporting in to other Fomats
7.4.14 Page Setting, Previewjng and Pfinting

8. Database System
8.1 lntroduction to Data, Database and DBIVS

8.2 Basic Concept ofTables, Fields, Records, Relationships and Indexing
8.3 lntroduction to database application

8.3.1 Data Types
8.3.2 Creating Modifying & Deleting Tables and Formalting & Validating Field Data
8-3.3 Creating Modifying, Dele$ng & Ljsing simple Queries
8.3.4 Creating, lt4oditing & Deleiing Forms/ Reports/ I\racros

9. Presentation System
9.1 lntroduction to preseniation application

9.1.1 Creating, Opening & Savinq SIides

9.1.2 Formatting Slldes
9.1.3 Slide show
9.1.4 Anlmalion
9.1.5 lnserting Built- in picture, Table, Chart, craphs Organization Chad etc.

10.Web Technology
10.1 lntroduction to Web Page and Content [,{anagemenl System
10.2 lntroduciion to HT[,41

10.3 HTIVL doc!ment
'10.3.1 HtmlTags
10.3.2 Working with Text, Hyperljnks, lmages, Lists, Forms, Tables, Frames, eic.

1 0.4 Fam ilia ty with Cascading Sqle Sh eel, Rich Siie S! mmary and social neh/vorKng
1 0.5 Concept of Web seruer and Proxy server
10.6 lntroduction io Cryptography (Encryption/Decrypiion)
10.7 Digital Celtificate and Digital Signature


