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3.1

3.2

3.3
3.4
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Definition, History, Generation, Characteristics, Types & Applications of

Computers

Overview of a computer system

3.2.1 Software: Definition and Types of Software

3.2.2 Hardware: Definition; Input Unit, CPU, Output Unit; Storage devices:
Primary & Auxiliary Memory

3.2.3 Data and data processing

Introduction to Data, Database and Database Management System

Basic Networking: definition, types, and topologies

Concept of E-mail / Internet / Extranet/Intranet, World Wide Web (WWW)

Cyber security: Introduction, common security threats and security mechanisms

Familiarity with Office Systems (Word Processing, Electronic Spreadsheet and

Presentation System)
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Windows basic
Introduction to Graphical User Interface
Starting and shutting down Windows

Word

Basic Windows elements - Desktop, Taskbar, My Computer, Recycle Bin, etc.

Concept of files and folders
Searching files and folders

processing

Creating, saving and opening documents
Typing in Devanagari and English
Text formatting (font, size, color, underline, italic, bold, etc) and paragraph
formatting (alignment, indentation, spacing)
Inserting header, footer, page number
Page setting (margin, page size, orientation), previewing and printing of

documents
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