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Unit I - Computer Fundamentals

SL.No. Content
1.1 What is computer
1.2 Features of computer
1.3 Computer Generations
1.4 Types of Computers
1.5 Applications of Computers
1.6 Input/Output Devices
1.7 Computer's Memory
1.8 Computer Software
1.9 Windows
a. Windows desktop
b. Start Menu
c. Working with Windows
d. Using Paint
e. Using wordPad
Unit I1- MS-Office
2.1.1 About MS-Office
MS-Word
2.1.2 Word Basics
2.1.3 Features of Word
2.1.4 Starting with MS-Word
2.1.5 Components of MS-Word
2.1.6 File Menu
a. New
b. Save
c. Page Setup
d. Print preview
e. Selecting Text and Graphics
2.1.7 Edit Menu
a. Undo/ Redo
b. Copy and Paste
c. Find/ Replace
2.1.8 Headers and Footers
2.1.9 Insert Menu
2.1.10 Format Menu
2.1.11 Mail Merge
2.1.12 Table Menu
MS-Excel
2.2.1 Excel Basics
222 Excel Components
2.2.3 Entering Data
224 Data Types
2.2.5 Working with Cells
2.2.6 File Menu
2.2.7 Edit Menu
2.2.8 Creating a Chart
229 Functions and Formulae
2.2.10 Data Menu
Ms-Power Point
2.3.1 Powerpoint Basics
2.3.2 Ready- Made slide layout scheme
233 File Menu
2.3.3.1 Creating a presentation
a. using auto content wizard
b. using a design template
c. using blank presentation
234 Insert Menu
2.3.5 Format Menu
2.3.6 Slide Show
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MS-Access
24.1 Access Basics
2.4.2 Components
243 Data Types in MS-Access
244 Database Creation
2.4.5 Table Creation
2.4.6 Forms
2.4.7 Query
2.4.8 Reports
Unit III -Internet Skills
3.1 Introduction
3.2 Internet
3.3 How can I get connected at Home
3.4 Web Site
3.5 Web Browser
3.6 Search Engine
3.7 On-line Forms Rail Journey
3.8 On-line Shopping using FlipKart
3.9 Using Electronic Mail(Email)
3.10 Social Media
3.11 What is Skype?
3.12 Google Drives
3.13 What are Google Docs, Sheets and Slides
Unit IV - Using Printer and Scanner
4.1. Scanners
4.2 Printers
4.3 Use Picture Manager

Unit V — Assignments
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