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KASTURBAGRAM RURAL INSTITUE,KASTURBAGRAM,INDORE

CLASS

SUBJECT

2022-23
Skill Enhancement Course

— ML.A. Ist Sem.
— FUNDAMENTALS OF COMPUTER
(BT H7eY)
Total Periods-64

Theory -32
Practical - 32

OBJECTIVE :

1.
2%
3

4.

UNIT I

UNIT 1I

UNIT III

UNIT IV

UNIT V:

To acquaint knowledge of Computer, it’s accessories and Software.
To develop understanding of fundamentals of Operating a Computer.
To develop the skills of Operating a Computer in multifarious activities pertaining

to Social Sciences and in general.
To acquient students about the features of Ms-Office and their Operations.

INTRODUCTION OF COMPUTER SYSTEM -

Definition of Computer, Characteristics, Parts of Computer, their Functions,
Block Daigram of Computer System, Classification, Generation, Input and Output
Devices, Number System, Hardware and Software, Languages of Computers,

Compiler, Interpreter, Memory. (06 Periods)

OPERATING SYSTEM -

Introduction and it’s Function, WINDOWS : Definition, Features of
Windows, Graphic User Interface, Screen to Start and Shut Down Computer,
Creating Folders and Short Cut Icon, Saving, Copying and Deleting Files, Loading
Software, Use of Notepad and Paint Brush, Recycle Bin, Control Panel, Different

Version of Windows, Window 7 & 8.
DOS : Internal and External Commands, comparision between .com, .exe and .bat

Files, Concept of Directory of DOS. (06 Periods)
UNIT - III : TEXT EDITING SOFTWARE -

Different Menus — File, Edit, View, Insert, Format, Mail Merge, Header, Footer,
Page Number, Table, Macros, Options available in the Toolbar and Menu Bar,

Window, Help and their Uses. (06 Periods)

SPREADSHEET -

Creating Worksheet, manipulation of Cell, Columns and Rows, Use of Simple
Commands, Statistical Application — Measures of Central Tendency, Standard
Deviation, Correlation, Graphical Representations — Bar Graph, Pie Graph,
Smooth Curve etc. Formula use in Excel Sheet and Mathematical Calculation,
Function use in Excel. (06 Periods)

SLIDE PRESENTATION -

Features, Different Presentation Style.

Creating and Editing Slides, Inserting Menu Facilities.

Slide Show, Slide Show with Formatting, Details of Slide Show Menu

Different view of Powerpoint, Animation (08 Periods)
Contrn2
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PRACTICAL WORK -
Ms -Office : Open, Creating File, Saye & Save as File. 03
Page Sctup : Margin Setting, Paper Size Setting and Page Layout, Replace,
Goto, Spell Check cte. 03
Insert : Page Break, Page Number, Symbol, Date and Time, Picture, Equation,
03

Header, Footer ctc.,
Format : Font, Paragraph, Bullets and Numbering, Border and Shading, Columns,

Text Color etc. 04
Slide Presentation : Creating New Slide, Formating Slide Layout, Slide Show

and Slide Sorter, Inserting New Slide, Slide Number, Date, Time, Chart,
Formatting Slide. 04
Use of Trensition and Animation in Presentation 03
Spreadsheet : Creating New Workbook Using Blank and Templete Format,
Inserting New Sheet in a workbook, Renaming of Sheet, Move, Copy. 03
Format Cell : Number, Alignment, font, Color, border. 03
Charts : Columns, Bar, Pie, Line, Area etc. gg

Function : SUM, COUNT, MAX, MIN, ROUND etc.

REFERENCE BOOKS -

Gupta, Vikas: Repidex Computer Course (1998)

Taxali, R.K_: PC Software, Prentice Hall Publication

Agrawal, Gourav: Computer Application, Shiva Publication (2006)

Sharma, Ravindra : Intemnet and World Wide Web, Ramesh Book Dept. (2007)
Carol Brown and Resources Online : Microsoft Office XP Plain and Simple, Prentice

Hall Publication.
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