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THTE-5. Computer Fundamentals

v Computer: Characteristics, Types & Applications

v Hardware: Definition; Input Unit, Output Unit, Storage Device
v Software: Definition and Types

v Concept of Computer-related threats (virus, worms, Trojan, phishing etc.)

v Cyber Security and information security, cyber threats, vulnerabilities and risk, Cybercrime and legal
issues, remedies and protection

113-7!?—6. Computer Networking

v Introduction to Networking

v Types of Network (LAN, MAN, WAN etc.)

4 Concept of Internet / Extranet / Intranet, World Wide Web (WWW)

4 Familiarity with internet browsers (e.g Internet explorer, Firefox, Opera, Safari, Google Chrome etc.)

THTE-7. Word Processing

4 Concept of Word Processing

v Creating, Saving, Opening, Previewing, and Printing documents; Changing Default settings

v" Elements of Word Processing Environment (Menu, Toolbars, Status bar, Rulers, Scrollbars)

Scanned with CamScanner


https://v3.camscanner.com/user/download

T

AN N N NN

) f;‘ /
' L 3
L)'

Copying, Moving, Deleting, and F {ﬁ( fﬂ:ont Size, Color, Alignment, line & paragraph spacing);
Finding and Replacing text; Setting Page\ ayou‘t

Creating lists with Bullets and Numbering

Creating and Manipulating Tables; Borders and Shading

Inserting Header, Footer, Footnotes, Endnotes, Page Numbers, File, Page break, Section break, Graphics,
Pictures, Charts, Word Art, Symbols & Organization Chart
Mail Merge

Familiarity with Devanagari fonts

. Electronic Spreadsheet

Concept of Electronic Spreadsheet
Types of Electronic Spreadsheet

Organization of Electronic Spreadsheet application (Cells, Rows, Columns, Worksheet, Workbook and

Workspace)
Introduction to spreadsheet application Creating. Opening and Saving Workbook
Elements of Electronic Spreadsheet Environment (Menu, Toolbars, Status bar, Rulers, Scrollbars, etc.)

Editing, Copying, Moving, Deleting Cell Contents, pivot table, macro etc. Formatting Cells (Font, Border,
Pattern, Alignment, Number, and Protection)

Formatting Rows, Column and Sheets

Using Formula - Relative Cell and Absolute Cell Reference
Using basic Functions

Creating Chart

Inserting Header and Footer

Customizing Menu & Toolbars

Importing from and Exporting into other Formats Page Setting, Previewing and Printing
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