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“Certificate Course in Information Technology” 

Sr. 

No.  
Topic  Sub-Topics  Lectures

1

 

Knowing computer

 

·

 
Introduction

 ·

 

Components of computer system
·

 

Concept of hardware and software
·

 

Concept of computing, data and information
·

 

Applications of ICT

 

04

2

 

Operating computer using 

GUI based operating 

system

 

·

 

Introduction

 

·

 

Basics of operating system

 

·

 

The user interface

 

·

 

Operating system simple setting
·

 

Common utilities

 

04

3

 

Understanding word 

processing

 

·

 

Introduction

 

·

 

Word processing basics

 

·

 

Opening and closing documents
·

 

Text creation and manipulation
·

 

Formatting the text

 

·

 

Table manipulation

 

04

4

 

Using spread sheet

 

·

 

Introduction

 

·

 

Elements of electronic spared sheet
·

 

Manipulation of cells

 

·

 

Formulas and function

 

04

5

 

Communication using the 

internet

 

·

 

Introduction

 

·

 

Basics of computer networks

 

·

 

Internet

 

04

6

 

WWW and Web browser

 

·

 

Introduction

 

·

 

World Wide Web (WWW)

 

·

 

Web browsing software’s

 

·

 

Search engines

 

·

 

Understanding URL

 

·

 

Surfing the web

 

04

7

 

Communication and 

collaboration

·

 

Introduction

 

·

 

Basic of e-mail

 

· Using e-mails
· Document collaboration
· Instant messaging and collaboration

04

8
Making small 

presentations

· Introduction
· Basics
· Creation of presentation
· Preparation of slides
· Presentation of slides
· Slide show

04

9 Antivirus technique
· Introduction
· Virus
· Antivirus software
· Hacker and Cracker

04
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