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Upon successful completion of this course, students will be abl o:

e Develop basic understanding of computer systems, hardware, software and
operating system concepts.

e Apply commonly used office automation tools for documentation, data handling
and presentations.
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e Create, edit and manage professionai documents, spreadsheets and
presentations.

e Apply digital skills required for academic, administrative and workplace
communication.

e Effectively use of computer applications for problem solving, information

management and presentation of ideas

After successful completion of the course, students will be able to:

e Explain the fundamental concepts felated to computer systems, memory,
hardware and software. N

e Demonstrate the use of. word processmg’ tools fOf preparmg structured and
professnonaidacuments S

e Perform baéic calcuiattons fofmamng and data analysls ‘usmg spreadsheet
appllcgftzens. e iy !

° Creaté eﬁsctnve& pre«éentatlons ﬁsﬁg 5ppropnate"a§ssgn efeﬂae;nts charts and
mul.tlmedla ca’mpﬁnents ==

B Appti/ ofﬂce ag’itomatl > ;ggi@% @cage%g, profégsmnal anﬁ day -to-day
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Teaching

Unit ; Topic/Sub Topic Hours
e Evolution of computers
e Characteristics and applications
| e Computer peripherals
Fundamentals e ALU, CU and Register
of Computer 15

System and e Concept and types of memory
architecture e Concept of hardware and software
e Operating System Basics

e Datarepresentation
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e Concept of File management

e Introduction to Word Processing
e Creating, editing and saving documents

? e Inserting elements and designs in document
Word . o
Insert tabl
Processing and * Inserting and designing tables 15

documentation e Using mail merge for bulk documentation

e Miscellaneous operations
e Printing and sharing document

]|
Spreadsheet g

Presentation
Designand "
Communication |
Tool |

e Printing

8. Fundamemé’ls of Com’buter..,v Wa\ — :
9. MS Offlce 201 9&21*Siep by step - Lambert and F{yg,i

1 torialspoint.com/computer_fundamentals/
2. https://edu.gcfglobal.org/en/computerbasics

3. https://support.microsoft.com/
4

5

https://documentation.libreoffice.org/en/english-documentation
https://swayam.gov.in
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L:: Lecture, T:: Tutorial, P:: Practical

CCE:: Continuous & Comprehensive Evaluation

(CCE theory includes Mid Semester Examination, Assignment, MCQ Quizzes, Seminar,
Reflective Notes, Class Participation, Case Analysis and Presentation, Slip Tests
(Announced/ Surpirsed), Attendance etc. or any combination of these)

PWE: Practical Work Examination

(PWE includes Laboratory Practical Work, Project Work, Viva simulation exercise work

s

etc.)

SEE:: Semester End Evék!aum\

o
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