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Applystandardstatistical inference procedurestodraw conclusions from data.
Retrieve information and create reports from databases.

Interpret, produce, and present work-related documentsand information effectively and
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Critically examines, using data andfigures(Analysis and Evaluation**).
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managing, and transferring data.

Identify and analyse user needsand to take them into account in the selection, creation,
integration, evaluation, andadministration of computing based systems.

Analyse acomplex computing problem andto apply principles of computingand other rel-
evant diciplines to identify solutions.

Identify and analyse computer hardware, software




D. Workingin ‘Outside Syllabus Area’under aCo-curricular Activity (Creativity) Design, imple-
ment, and evaluate a computing-based solution to meet a given set of computing require-
mentsin the contextofthe program’sdiscipline.

E. Efficiently leam and wse Microsoft Office applications.

Unit-1: Introduction

Compuer Definition - CharacteristicsandLimitations of Computer Hardware - Generations of
Computer, Classification of Computers, Applications of Computer, Basic Components of PC,
ComputerArchitecture- Primary and Secondary Memories - Input and Output Devices- Operat-
ingSystem- Function of OperatingSystem- Types of Operating System- Languages and its Types

Unit-2: MS Word

WordProcessing - Features - AdvantagesandApplications - Parts of Word Window-Toolbar-
Creating, Saving, Closing, Openingand Editingof a Document - Movingand Copinga Text-
Formatting of Text and Paragraph- Bulletsand Numbering-Find and Replace - Insertion of ob-
jects-Headers and Footers- Page Formatting Auto Correct- Spellingand Grammar- Mail Merge-
Macros.

Unit-3: MS Excel

Features - Spread Sheet-Workbook - Cell - Parts of awindow - Saving, Closing, Openingof a
Work Book - Editing - Advantages - Formulas - Types of Function - Templates - Macros -
Sorting- Charts - Filtering - Consolidation- Grouping-Pivot Table.

Unit-4: MS Power Point

Introduction - Starting - Parts - Creating of Tables - Create Presentation- Templates-Auto Con-
tent Wizard - Slide Show-Editing of Presentation - Inserting Objects and charts.

Unit-5: MS Access

Orientation to Microsoft Access - Create a Simple Access Database - Working with Table Data
- Modify Table Data - Sort and Filter Records- Querying a Database - Create Basic Queries -
Sort and Filter Data in a Query - Perform Calculationsin a Query - Create Basic Access Forms
- Work with Data on Access Forms - Create a Report - Add Controls to a Report - Format
Reports.
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