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Microsoft Office and Internet

Microsoft Windows:
Windows Fundamentals: Basic elements, parts of a window, Types of windows, Types of Icons, Basic
Techniques for working in windows, Menus.

Managing the File System: Switching between Directory windows, changing viewof the Directory window,
Changing Drives and Directories, working with files and directories, Managing floppy Disks.

PrintinginWindows: Activating print Manager, Printing using print Manager, Pausing and Resuming printing
Windows Accessories: Write, Paintbrush.

Microsoft word:
MS-Word Basics : Starting the word screen, word document.

Typing and Editing : Typing and Revising text, finding and Replacing, Editing and proofing tools.
Formatting Text : Formatting Text Characters, Paragraph, Document Templates.

Page Design and Layout: Page setup, tables.

Mail Merge : Mail Merge.

Document Management : Opening, Saving and protecting documents, finding documents, printing a
document.

Microsoft Excel :
Introduction to Excel : Excel Basics, Worksheets, within workbook, Enter and Edit Data, Range Names,
Navigate, Worksheet, Search and Replace Data, Save and Protect work book.

Formatting and print worksheet : Page Setup, Column width and Row Height, Fonts, Alignments, Numbers.
Customising workplace: Excel Windows, Worksheet at different Magnifications, Using custom Controls.
Calculations in worksheet : Formula Basics, Functions.

Charts : Chart types, Editing charts.

Database Power of Excel: Database Concepts, Creating database, Adding Records, Deleting Records, Editing
Records, Sorting a database.

Microsoft Powerpoint:
Presentation Graphics: Business Graphics, Types of Business Graphics, Physical Aspects of presentation.



Introducing Power point : Power point views, The Power point Window.

Creating a presentation: Create a title slide, creating a graph, creating tables, Make organization charts, Save
and Close a presentation, Change Slide layout, Slideshow.

Customizing the Slide show: Create a blank presentation, working with text, change fonts, size and colour of
text, working with graphic tools, Align Objects, group or ungroup the objects.

Internet Awareness:

Internet : An Overview: Internet, DNS, Host/Terminal, Connections, Individual Computer TCP/IP Link,
Dedicated Link Connections, Tools and Services on Internet, Usenet and News- groups, Transfering Files with

Ftp, Browsing the Internet.

Internet Tools: E-mail, FTP, Telnet.

Browsers : Netscape Navigator Search Engines, NCSA Mosaic, Microsoft, Internet Explorer.

Visiting Websites: Downloading, Examples, URL.
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Basic Electronics Devices and PC Software

System Software:
Software: Software, Classification of Software, Types of Software, Software Packages, Evaluating Packages,
Selection Process, Market of Packaged software.

Operating System Techniques: Multiprogramming, Multiprocessing, Multitasking, Batch Processing Operating
Systems, User interface.

Linker and Loader: Linker, Loader, Address binding, Compiler Drivers, Basic loading, with relocation, Position —
Independent Code, Bootstrap loading, Dynamic Linking, Dynamic loading.

Programming languages and its types: Classification of Programming Language, procedural language, functional
language, Logic oriented languages, object-oriented languages, Parallel Processing Languages, Program Structure,
Conditional Structures, Looping Structures.

Operating System:
Concept of Operating System: Services of O.S., Functions of O.S., Characteristics of an operating system,
Advantages of an O.S., Types of O.S., Operating System Techniques.

Disk Operating System: DOS 1-2, Directory, Main operations on Files, DOS Commands. Windows: Windows 95,
The windows 95, Desktop, Menus, working with Program and Document windows, Dialog Boxes, Control Panel,
About help, Difference between Windows 95 and Windows 98.

System files: Booting sequence, Batch File, Executable file, Config. File, Com file

Windows XP:
Features of windows XP: About Windows XP, System requirements for windows XP, Features new to windows

XP.

Files and Folders: Files and Folders, Control Panel, Windows Registry, DLL.

Windows Installation: Installation of Windows XP, Process, Description of Universal plug and play features in
windows XP.

Setting in Windows XP: Device Manager, Set up your Screen Saver, User Account Pass- words.

LINUX Operating System:

Features of LINUX: History, Features, Structure of Linux, Differences between Linux and UNIX, Difference
between Linux and MS Windows, Hardware requirements, space requirements and Coexistence.

Directories and File Systems: File System, Permissions, Terminals, Common Commands, The mount and umount
Command, File Compression, backing up and restoring.

Linux Installation: Installation Overview, Installation in Detail, Repartitioning your DOS/Windows drives,
Partition basics, choosing console or X installation, Post- Partition Steps, Installing software Packages.

Booting Process in Linux: First time log-in, shutting down/rebooting, Booting in Linux, system startup, Init,
Configuring Boot Loaders, virtual consoles.
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Computer Network and Security Maintenance

Network Basics:
Introduction: Networking, Need, Advantages and Types.

Network Topologies: Terminology, Bus Topology, Ring Topology, Star topology, Hybrid Net- work Topology.

Network Protocols, Hardware and Software: Networking Protocols, Standards, Network Hardware, Internetwork
and Network software.

Network Design and Configuration: Network components/Configurations, Directions, Procedure.

Transmission and Network Elements:
Signal Transmission: Terminology, Data transmission, Connection- oriented and Connection- less Transmissions,
Synchronous and Asynchronous Transmission, Transmission Media, Analog Signals.

OSI Reference Model: Terminology, the OSI Model.

Ethernet: Terminology, Ethernet origins, Ethernet configuration, Ethernet communication, Ethernet collision,
Ethernet frames, Frames types.

Network and Devices: Token Ring Architecture, Fiber Distributed Data Interface (FDDI), Token Ring Case Study,
ATM, Connectivity Devices, Transceivers, Repeaters, Hubs, Media De- pendent Adapter, Internetworking Devices,
Gateways.

Internet Connectivity:
The Internet: Usage, Architecture of the Internet, IP, TCP/IP Reference Model, Unified Net- works.

The Internet Services: E-Mail, Remote login, ISPs, Message transfer, File Transfer Protocol (FTP), Telnet, Leased
line.

ISDN and Bridge-Routers: ISDN, NFAS, Advantages of ISDN, Interfaces, Physical layer Protocols, 2BIQ, Link
layer Protocols, Bridge- Routers.

ISP Connectivity: Internet service Provider (ISP), ISP Connection Options, DSL, Cable Modem, DSL, SHDSL,
Broadband Access, Dynamic DNS.

Installation and Administration:
Network Operating Systems: Terminology, Network Operating Systems, Windows for Work- groups/Windows
95/Windows NT Server, UNIX/LINUX, MAC OS Apple Share.

World Wide Web and client server Model: www, architecture of www.
Network Planning and Management: Quality of Service Analysis, Propagation Delay, Response Time,
Throughput, Workload, Network, Maintenance and Management, Network Management tools.

Network Security: Cryptography, Encryption, Authentication, Firewalls, Proxy Servers, Virtual Private Networks
(VPNs).
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Office Environment and Data Processing

Office Environment:
Organization of a typical office: Concept of an office, The concept of an organisation. Document flow
Management in an Office: Importance of document as means of Communication information inputs for the
documents, Management of inward mail Movement, information processing, Document preparation, Types of

Documents, Channels of document flow, Handling of outward mail, Document storage and Retrieval.

Management and Human relations in Office: Management in an office, Management styles, Effective
Leadership, Human relations, Methods of working, integration of Methods through Administrative

Management.

Office Management Information System: Need for Management Information System, MIS, MIS in

Government.

State of art in using Modern Technology in Office: Need for Office Automation, Office Automation,
Automation in Government Offices, Computer Aided Office Monitoring of Development Programmes, A

New emerging technology — Optical information Technology.

Convergence of Technologies:
Office Automation: Today’s Office, Office Automation Explosion, Advantages, Office Automation functions.

Office Automation Technology: Document Generation, Document Distribution, Archival, Impact of

Personal Computers.

Office Automation Technology-Workstations: Workstation Architecture, Hardware Technologies, Workstation,

Software, input technologies, Work station graphics, printer technologies, Storage Technologies.

Communication and Convergence of Technologies: Communication Technologies, Emerging Services,

Software Trends.

Introduction to Computer:
History of Computers: About to ENIAC, Computer generations, Languages, Software and Applications,

Computers in India.

Computer Hardware-Software Components: Impact of Technology, Components of a Computer, Computer

Hardware, Computer Software.



Introduction to Personal Computer: Micro Computer and its operating systems, The personal Computer

and its Environment, Disk operating system Commands, Printer.

Introduction to Data Processing: Systems
Analysis and Design: Steps in System Analysis, Systems Design Concepts, Design of Systems Components

Systems Documentation, System Design Methodologies.

Algorithm and Problem Solving: Algorithm, Different Aspects of problem solving, Computer animation and

Algorithm, Debugging of a program, Verification of a Program.

Programming Concepts: Algorithm and flow charting symbols, Elements of a Programming language.

Programming Techniques: Current Trends in Programming Techniques.
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