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SECTION A

Computer Fundamentals: Block diagram of a computer, characteristics of computers and generations
of computers. Categories of Computers - Supercomputer, mainframe computer, network server,
Workstation, Desktop computers, notebook computer, Tablet PC, handheld PC, smart phone.

Input Devices: Keyboard, Mouse, Joy tick, Track Ball, Touch Screen, Light Pen, Digitizer, Scanners,
Speech Recognition Devices, Optical Recognition devices - OMR, OBR, OCR

Output Devices: Monitors, Impact Printers - Dot matrix, Character and Line printer, Nonlmpact
Printers - Desklet and Laser printers, Plotter.

Memories: Memory Hierarchy, Primary Memory - RAM, ROM, Cache memory. Secondary Storage
Devices - Hard Disk, Compact Disk, DVD, Flash memory.

Software: Types of Software- System Software, Application Software, Firmware. Type of software

Number System: Non-positional and positional number systems, Base conversion, Concept of Bit and
Byte, binary, decimal, hexadecimal, and octal systems, conversion

SECTION B

MS Word: Introduction to Word Processing, Toolbars, Ruler, Menus, Keyboard Shortcut. Previewing
documents, printing documents, formatting documents, Checking the grammar and spelling,

formatting via find and replace, Mail Merge and sending a letter to a group of people, working with
documents using tables, pictures, and charts.

MS PowerPoint: Introduction, Elements of Power Point Package, Starting and exploring Power Point
menus (Insert, Format, Tools, Slide Show, Window, help options and all of their features, Options and
sub options etc.), Creating, inserting, deleting and formatting slides, Formatting and enhancing text,

Slides with graphs, Giving Animation to slides, Transfer of files between Power Point and other word
processors and software packages.

MS Excel: Spreadsheet basics, Creating, editing, saving and printing spreadsheets, working with
functions & formulas, modifying worksheets with color & auto formats, graphically representing data
using Charts & Graphs, analyzing data using Data Menu, Subtotal, Filtering Data, Formatting
worksheets, Securing & Protecting spreadsheets.

Reference Books:

¢ Peter Nortorn, Introduction to Computers, Seventh Edition

V. Rajaraman, Fundamentals of Computers, PHI.

N. Subramanian, Introduction to Computers, Tata McGraw-Hill.
D.H. Sanders, Computers Today, McGraw-Hill,
Rob Tindrow, Jim Boyce, Jeffrey R. Shapiro, Windows 10 Bible, Wiley,

Anshuman Sharma: “Fundamental of Information Technology”, Lakhanpa| Publish
er

Pradeep K. Sinha: “Computer Fundamental”, BPB Publications
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