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Date — 21" May 2024
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‘Fundamental of Computer

'

Syllabus for Value Added Program

Basic of computer |

Introduction, computer and its applications, Hardware and peripherals. Switching on-starting and
shutting down of computer.

. Computer Operating System 2

Basic of Operating System, WINDOWS, User interface of Windows OS Create Copy Move and Delete
Files and Folders Use of External memory kike pen drlve CD DVD etc. Use of Common Applications.

Word Processing and Worksheet

Basic operating of Word Processing, Creating, opening and closing Documents, Use of shortcuts,
Creating and Editing of Text, Formatting the Text, Insertion and Creating simple worksheets,
Understanding sample worksheets, Use: of simple formulas and functions, Printing of simple excel
sheets.

Computer Networking and Internet |

Basic of computer (using real life examples), Definitions of Local Area Network (LAN), Wide area
Network (WAN), Concept of internet; Meaning and functioning of World Wide Web, Web Browser,
Website, Web page and Search Engines, Accessing the internet using Web Browser, Downloading and
Printing Web page, Opening an e-mail account and use of e-mail, Social media sites and its implication,
information Security and antivirus tools, Do’s and Don’ts in information security, Awareness of IT ACT,

Types of Cyber Crimes.
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SAMADHAN COLLEGE, BEMETARA
Attendance sheet for Basic Computer 2023-24
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