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SYLLABUS

4+ OBJECTIVE:

Thecourseisdesignedtoaimatimpartingabasiclevelappreciationprogrammeforthecommon
pupil. After completing the course, the incumbent is able to the use the computer forbasic
purposes such as preparing personnel/business letters, viewing information on Internet
(theweb),sendingmails,usinginternetbankingservicesetc.Thisallowsan individual to be also a part
of computer users list by making him / her digitally literate. This wouldalso aid the PC
penetration  program. This helps the small business communities& others
tomaintaintheirsmallaccountusingthecomputersandenjoyintheworldofiInformationTechnology.

The module on financial literacy will enable the individuals to understand the various
financialservices andbeawareof thevarious schemesofGovernmentof India.

4+ DURATION:

30Hours.(Theory:10hrs.+Practical:16hrs.+Tutorial:04hrs.)

4+ ALLOCATIONOFTOTALHOURSFOR EACHCHAPTER:

SILN Theory| Tutorial | Practical

Chapter

0. Hours Hours Hours

1. | KnowingComputer 1 1 1

2. | OperatingComputerUsingGUIBasedOperatingSystem 1.5 0 2

3. | UnderstandingWordProcessing 1.5 1 3

4. | UsingSpreadSheet 1 1 3

5. | IntroductionTo Internet, WWW andWebBrowsers 2 0 2

6. | CommunicationsandCollaboration 1 0 2

7. | MakingSmallPresentation 1 1 2

8. | FinancialliteracyforBankingSchemeandApplications 1 0 1
TotalHours 10 4 16
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+ SYLLABUSOUTLINE:

1. Knowing computer: What is Computer, Basic Applications of Computer; Components
ofComputerSystem,CentralProcessingUnit(CPU),VDU,KeyboardandMouse,Otherinput/outputDe
vices,ComputerMemory,ConceptsofHardwareandSoftware;ConceptofComputing, Data and
Information; Applications of IECT; Connecting keyboard, mouse, monitorandprinter toCPU
andcheckingpower supply.

2. Operating Computer using GUI Based Operating System: What is an Operating System;Basics
of Popular Operating Systems; The User Interface, Using Mouse; Using right Button of theMouse
and Moving Icons on the screen, Use of Common Icons, Status Bar, Using Menu andMenu-
selection, Running an Application, Viewing of File, Folders and Directories, Creating
andRenaming of files and folders, Opening and closing of different Windows; Using help;
CreatingShortcuts, Basicsof O.S Setup; Commonutilities.

3. UnderstandingWordProcessing:WordProcessingBasics;OpeningandClosingofdocuments; Text
creation and Manipulation; Formatting of text; Table handling; Spell
check,languagesettingandthesaurus; Printingofworddocument.

4. UsingSpreadSheet:BasicsofSpreadsheet;Manipulationofcells;FormulasandFunctions;Editingof
SpreadSheet, printingof SpreadSheet.

5. Introduction to Internet, WWW and Web Browsers: Basic of Computer networks;
LAN,WAN;Conceptofinternet;Applicationsofinternet;connectingtointernet;WhatisISP;Knowing
the Internet; Basics of internet connectivity related troubleshooting, World Wide Web;Web
Browsing software, Search Engines; Understanding URL; Domain name; IP Address; Usinge-
governancewebsite

6. Communications and collaboration: Basics of electronic mail;, Getting an email
account;Sending and receiving emails; Accessing sent emails; Using Emails; Document
collaboration;InstantMessaging; Netiquettes.

7. MakingSmallPresentation:Basicsofpresentationsoftware;CreatingPresentation;Preparationan
dPresentationofSlides;Slide Show;Takingprintoutsofpresentation/handouts.

8. Financial Literacy for Banking Scheme and Applications: Why savings are needed, Whysave
in a bank, Banking products-ATM card, Banking Instruments-Cheque, Demand Draft
(DD),Banking Services Delivery Channels, Know Your Customer (KYC), Opening of bank account
anddocumentsrequired, Typesofbankaccounts,Bank’sservicesincludingremittances,loan,mobile
banking, Overdraft, Pension etc., Pradhan Mantri Jan Dhan Yojana (PMJDY),passwordsecurity
and ATM withdrawal, Insurance, Social Security Schemes-Atal Pension Yojana
(APY),PradhanMantriSurakshaBimaYojana(PMSBY),PradhanMantriJeevanlyotiBimaYojana(PMJJB
Y),PradhanMantriMudra Yojana (PMMY).
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+ DETAILEDSYLLABUS

1. KNOWINGCOMPUTER

1.0 Introduction
1.1  Objectives
1.2  WhatisComputer?
1.2.1 BasicApplicationsofComputer
1.3 ComponentsofComputerSystem
1.3.1 CentralProcessingUnit
1.3.2 Keyboard,mouse andVDU
1.3.3 Otherlnputdevices
1.3.4 OtherOutputdevices
1.3.5 ComputerMemory
1.4 ConceptofHardwareandSoftware
1.4.1 Hardware
1.4.2 Software
1.4.2.1 ApplicationSoftware
1.4.2.2 Systemssoftware
1.5 Conceptofcomputing, dataandinformation
1.6  Applicationsof IECT
1.6.1 e-governance
1.6.2 Entertainment
1.7 Bringingcomputerto life
1.7.1 Connectingkeyboard,mouse,monitorandprintertoCPU
1.7.2  Checkingpowersupply
1.8 Summary
1.9 ModelAnswers

2. OPERATINGCOMPUTERUSINGGUIBASEDOPERATINGSYSTEM

2.0 Introduction
2.1 Objectives
2.2 BasicsofOperatingSystem
2.2.1 Operatingsystem
2.2.2 Basicsofpopularoperatingsystem (LINUX,WINDOWS)
2.3 TheUserInterface
2.3.1 TaskBar
2.3.2 Icons
233 Menu
234 Runningan application
2.4  OperatingSystemSimpleSetting
2.4.1 ChangingSystemDateandTime
2.4.2 ChangingDisplayProperties
2.4.3  To AddorRemoveaWindowsComponent
244 ChangingMouseProperties
2.4.5  AddingandremovingPrinters
2.5 File andDirectoryManagement
2.5.1 Creatingandrenamingoffilesanddirectories
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2.6 Commonutilities
2.7 Summary
2.8 ModelAnswers

3. UNDERSTANDINGWORDPROCESSING

3.0 Introduction
3.1 Objectives
3.2  WordProcessingBasics
3.21 OpeningWordProcessingPackage
3.2.2 Menu Bar
3.2.3 UsingTheHelp
3.24 UsingThelconsBelowMenuBar

33 OpeningandclosingDocuments
3.3.1 OpeningDocuments
3.3.2 Save andsaveas

3.33 Page Setup
334 PrintPreview
3.35 PrintingofDocuments
3.4 TextCreationandmanipulation
3.4.1 DocumentCreation
3.4.2 EditingText
3.4.3 TextSelection
3.4.4 Cut,CopyandPaste
3.4.5 Spell check
3.4.6  Thesaurus
3.5 FormattingtheText
35.1 FontandSize selection
3.5.2  Alignmentof Text
3.5.3 Paragraphindenting
3.54 BulletsandNumbering
3.5.5 Changingcase
3.6 TableManipulation
3.6.1 DrawTable
3.6.2 Changingcellwidthandheight
3.6.3 Alignmentof Textin cell
3.6.4 Delete/ Insertionofrowandcolumn
3.6.5 Borderandshading
3.7 Summary
3.8 ModelAnswers

4. USINGSPREADSHEET

4.0 Introduction

4.1 Objectives

4.2 ElementsofElectronicSpreadSheet
4.2.1 Openingof SpreadSheet
4.2.2  Addressingof Cells
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4.2.3 PrintingofSpreadSheet
4.2.4 SavingWorkbooks

4.3 Manipulationof Cells
43.1 EnteringText,NumbersandDates
43.2 CreatingText,NumberandDateSeries
43.3 EditingWorksheetData
43.4 InsertingandDeletingRows,Column
4.3.5 ChangingCellHeightandWidth

4.4 Formulasand Function
4.4.1 UsingFormulas
44.2 Function

4.5 Summary

4.6 ModelAnswers

5. INTRODUCTIONTOINTERNET, WWWANDWEBBROWSERS

5.0 Introduction
5.1 Objectives
5.2 BasicofComputerNetworks

5.2.1 LocalAreaNetwork(LAN)
5.2.2 Wide AreaNetwork (WAN)
53 Internet
5.3.1 Conceptofinternet
5.3.2 Applicationsof Internet
5.3.3 Connectingtothelnternet
5.3.4 Troubleshooting
5.4 WorldWideWeb (WWW)
5.5 WebBrowsingSoftware
5.5.1 PopularWebBrowsingSoftware
5.6 SearchEngines
5.6.1 PopularSearchEngines/ Search forcontent
5.6.2 AccessingWeb Browser
5.6.3 UsingFavoritesFolder
5.6.4 DownloadingWebPages
5.6.5 PrintingWebPages
5.7 UnderstandingURL
5.8 Surfingtheweb
5.8.1 Usinge-governancewebsite
5.9 Summary
5.10 ModelAnswers

6. COMMUNICATIONSANDCOLLABORATION

6.0 Introduction
6.1 Objectives
6.2 BasicsofE-mail

6.2.1 WhatisanElectronicMail
6.2.2 EmailAddressing
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6.3

6.4

6.5

6.6
6.7

UsingE-mails

6.3.1 OpeningEmailaccount

6.3.2  Mailbox:InboxandOutbox
6.3.3 Creatingandsendinganew E-mail
6.3.4 Replyingtoan E-mailmessage
6.3.5 ForwardinganE-mailmessage
6.3.6 SortingandSearchingemails
Documentcollaboration
InstantMessagingandCollaboration
6.5.1 UsingInstantmessaging

6.5.2 Instantmessagingproviders
6.5.3 Netiquettes

Summary

ModelAnswers

7. MAKINGSMALLPRESENTATIONS

7.0
71
7.2

7.3

7.4

7.5

7.6

7.7
7.8

Introduction
Objectives
Basics
7.2.1 UsingPowerPoint
7.2.2  OpeningAPowerPointPresentation
7.2.3  SavingA Presentation
CreationofPresentation
7.3.1 CreatingaPresentationUsingaTemplate
7.3.2 CreatingaBlankPresentation
7.3.3 EnteringandEditingText
7.3.4 InsertingAndDeletingSlides inaPresentation
Preparationof Slides
7.4.1 InsertingWordTableorAnExcelWorksheet
7.4.2 AddingClipArtPictures
7.4.3 InsertingOtherObjects
7.4.4 ResizingandScalingan Object
PresentationofSlides
7.5.1 ViewingAPresentation
7.5.2 ChoosingaSetUpfor Presentation
7.5.3  PrintingSlidesandHandouts
Slide Show
7.6.1 RunningaSlideShow
7.6.2 TransitionandSlideTimings
7.6.3  AutomatingaSlide Show
Summary
ModelAnswers
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8. FINANCIALLITERACYFORBANKINGSCHEMEANDAPPLICATIONS

8.0

8.1
8.2

8.3

8.4

8.5

8.6

8.7

8.8

8.9

8.10

8.11
8.12

Introduction

Objectives
WhySavingsare needed?
8.2.1 Emergencies
8.2.2  Future Needs
8.2.3 Largeexpenses
DrawbacksofkeepingCashathome
8.3.1 Unsafe
8.3.2 LossofGrowthOpportunity
8.3.3 NoCreditEligibility
Why Bankis needed?
8.4.1 SecureMoney,Earninterest, GetLoan
8.4.2 Inculcatehabitof saving
8.4.3 RemittancesusingChequeDemandDraft
8.4.4 Avoidriskofchitfunds,sahukars
8.4.5 Documents neededforopeninga bank account
BankingProducts
8.5.1 Typesof Accounts andDeposit
8.5.2 TypesofLoanandOverdrafts
8.5.3 FillingupofCheques,DemandDrafts
BankingServiceDeliveryChannels -I
8.6.1 Bank Branch,ATM
8.6.2 Bank MitrawithMicroATM
BankingServiceDeliveryChannels-II
8.7.1 InternetBanking
8.7.2  NationalElectronicFundTransfer(NEFT),RealTimeGross Settlement(RTGS)
VariousSchemes
8.8.1 PradhanMantriJan-DhanYojana(PMJDY)
8.8.2 SocialSecuritySchemes
8.8.2.1 PradhanMantri SurakshaBimaYojana(PMSBY)
8.8.2.2 PradhanMantriJeevanlyoti BimaYojana(PMJJBY)
8.8.2.3 AtalPensionYojana(APY)
8.8.2.4 PradhanMantriMudraYojana(PMMY)
8.8.3  NationalPensionScheme
8.8.4  PublicProvidentFund(PPF)Scheme
Bankonyourmobile
8.9.1 MobileBanking
8.9.2 MobileWallets
Insurance
8.10.1  Necessityoflnsurance
8.10.2  LifelnsuranceandNon-lifelnsurance
Summary
ModelAnswers
—-XXX—
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+ FEES: UNPAID COURSE

+ EVALUATION POLICY FOR THE ADD-ON COURSE

ThebasicphilosophybehindtheEvaluationpolicyforthis30HoursAdd-
oncourseistoobjectivelyjudgetheparticipants(students)whethertheconceptswereunderstandable
tothemornotandwhethertheycouldapply these concepts to solve numerical and conceptual
problems. The Evaluation would be done through3 components—

1) C1-Course-endAssessment-cum-Test(Written /Onlinemode)[TotalMarks:40]
i) C2-Viva-voce [Total Marks:5]
1i1) C3-Attendance[TotalMarks:5]

TotalMarksoftheEvaluationprocesswould be 50.

AttheendoftheCourse,therewouldbeaCourse-endAssessment-cum-
TestevaluationandaVivabasedontheentireCoursesyllabus.AttendanceComponentMarkswouldbe
calculatedbasedontheactual AttendancePercentageof theStudent during theclassesof theCourse.

+ TABLE FOR QUALIFICATION

TOTAL SCORE (OUT OF 50) GRADE
40 - 50 A - OUTSTANDING
30-39 B - EXCELLENT
20- 29 C - VERY GOOD
BELOW 20 D - FAILED

+ GENERAL RULES AND REGULATIONS

1. Students must attend and appear for the Course-End Assessment-cum-Test
Examination. If anystudent fails to submit the Course-End Assessment or fails to attend
the Course-End Assessment Examination,the particularStudent wouldNOTBEELIGIBLE
FORCERTIFICATE.

2. Students must attend and appear for the Course-End Viva. If any student fails to fails to
attendtheCourse-EndViva,the particularStudentwouldNOTBEELIGIBLEFORCERTIFICATE.

3. TotalMarks ofCourseEvaluation will be50 Marks.

4. Minimum50%MarkshastobescoredtoreceiveanyCertificate.TherewillbeonlyONEAttempt
allowedfor ethe Course-End Assessment-cum-Test.

5. TherewillbeNOPROVISIONforBacklogClearance.

6. GeneralRulesandRegulationsoftheCollegemustbefollowed withoutanyexception.
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