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Computer Awareness Programme 

Information Concept & Computer Fundamentals  

Definition of a computer, Computer system as information processing system, Types of Computer 
System, Generation of Computer, elements of digital Computer system(components), various 
peripheral devices and their comparison.  

Software Concepts: Yesterday and Today  

Software concepts, Types of Software- system/ application, Software needs, Role of a System 
Software, Different System Software, Utilities and elements of OS, Assemblers, Compilers, 
interpreters, Computer languages  

The World of Internet  

The Internet and its basic concepts, concept of world wide web, features of web, browsing, surfing, 
downloading and Installing applications.   

 MS OFFICE-  

World Processing (MS- Word)  

Meaning and role of world processing in creation or documents, editing, formatting and printing 
documents, using tools such as spelling check, thesaurus etc, sorting and tables, working with 
graphics, Introduction to mail merge.  

Electronic Spreadsheet (MS- Excel)  

Structure of spreadsheet and its applications to accounting, finance and marking functions of business, 
concept of absolute and relative cell reference; Built- in functions- mathematical,statistical,logical and 
finance, using graphics and formatting of worksheet, chart features  

Presentation with Power Point  

Power point basics, creating presentation the easy way, working with graphics in power point, show 
time, sound effect and animation effects. 
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lkekU; v/;;u 

 

jk"Vªh; ,oavUrjkZ"Vªh; egRo dh lkef;d ?kVuk;sa 

 jk"Vªh; o vUrjkZ"Vªh; egRo dh lelkef;d ?kVukvksaiijvH;fFkZ;ksadkstkudkjh 

Hkkjrdkbfrgkl ,oaHkkjrh; jk"Vªh; vkUnksyu 

 Hkkjrh; bfrgkl ds lkekftd] vkfFkZd ,oajktuhfrdi{kksa dh 
O;kidtkudkjhijfo'ks"k /;kuA 

 Hkkjrh; jk"Vªh; vkUnksyuijvH;fFkZ;ksa ls Lora=rkvkUnksyu dh izÑfrrFkkfo'ks"krk] 
jk"VªokndkvH;qn; rFkk Lora=rkizkfIr ds ckjsesalkekU; tkudkjh 

Hkkjr ,oafo'odkHkwxksy 

 Hkkjr ,oafo'odkHkkSfrd] lkekftd ,oavkfFkZdHkwxksy 

Hkkjrh; jktuhfr ,oa 'kklu&lafo/kku] jktuhfrdO;oLFkk] iapk;rh jkt] yksduhfr] 
vkf/kdkfjdizdj.kvkfn 

 Hkkjrh; jkT; O;oLFkk] vFkZO;oLFkk ,oalaLÑfr ds vUrxZrns'k ds iapk;rh jkt 
rFkklkeqnkf;dfodkllfgrjktuhfrdiz.kkyh ds KkurFkkHkkjr dh vkfFkZduhfr ds O;kid 
y{k.kksa ,oaHkkjrh; laLÑfr dh tkudkjhA 

vkfFkZd ,oalkekftdfodkl&lrrfodkl] xjhchvUrfoZ"Vtulkaf[;dh;] lkekftd {ks= 
ds bfuf'k;sfVovkfn 

 

i;kZoj.k ,oaikfjfLFkfrdhlEcU/khlkekU; fo"k; tSofofo/krk ,oatyok;qifjorZu 

 

lkekU; foKku 

 lkekU; foKku ds iiz'unSfudvuqHkorFkkizs{k.k ls lEcfU/krfo"k;ksalfgrfoKku ds 
lkekU; ifjcks/k ,oatkudkjhijvk/kkfjrgksaxs] ftldhfdlhHkhlqf'kf{krO;fDr ls vis{kk dh 
tkldrhgS] ftlusoSKkfudfo"k;ksadkfo'ks"k v/;;u ughafd;kgSA 

 



uksV % vH;fFkZ;ksa ls ;g visf{krgksxkfdmRrjizns'k ds fo'ks"kifjizs{; 
esami;qZDrfo"k;ksadkmUgsalkekU; ifjp; gksA 

 

 











 



 



 



 



 



 


