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L

This course would make students acqualnted ith basies of computers.
2. Students can develop skills. foreffec ¥

@ﬁice Automation Tool.

Basic Understanding and Operating of Computer System

On the completion of this course, students will able to:
1. Explain the basic structure of computer and number system.

2. Summarize the Software and Operating System.

3. Apply and analyze various features into the documentation and presentation
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Detailed Contents

TEACHING
UNIT TOPIC/SUB-TOPIC HOURS

Basic of Computers

Computer, Data Processing, Characteristics of Computer, History of
computer, Computer Generations, Basic Organization of Computer,
I Classification of computer (Analog, Digital, Hybrid, micro, mini, 15
mainframe and super Computers), Number System (Decimal,
Binary, Octal, Hexadecimal), Basic Binary Arithmetic, Introduction
to Computer Code (ASCII; BCD, EBCDIC; UNICODE)
Software Types: 3
Overview of System software and apphcauon software, Operating
system, Utility software, drivers, ¢ rgpk}ers and interpreters. Virus,
features, types of viruses, virus detection prevention and chre.
Operating : system: i
Windows: Desktop, Control Panel Drlver installation, create users,
II mampulate taskbar, power manage ent, Install new penpheral etc: 15
DOS: Basic Commands of DOS.
Office Automatlon Fundamentals

Introducmg ‘MS-Word, creatlng and formattmg text documents mail
merge, page setup, creating table. 4
Introducing *MS-Power . point, ting preSentati_Qﬁ, enhancing
presentation using multimedia. : g

1. Computer Fundamentals Concepts, System & Application By: P. K. Sinha Publisher: BPB
2. Microsoft Office 2019 for Dummies, Publisher: Wiley

https://edu.gcfglobal.org/en/topics/office/
https://www.computer-pdf.com/tutorials-ms-office-basics
https://www.tutorialspoint.com/word/index.htm
https://www.tutorialspoint.com/powerpoint/index.htm
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Windows OS and MS-Office
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