Computer Literacy programme (CLP)
Computer Literacy Programme (CLP) , offered in collaboration with the Ministry of Information and Technology, Govt. of India, is an awareness programme of one month duration. The programme will hlp leaner in acquiring basic information and skills related to MS-Office, Internet, Web technologies and Trouble shooting. Learners may choose anyone of the IGNOU Study Centres/Tele-learning centres or the Community Information Centres (CIC) of the Ministry of Information Technology offering this programme in the concerned Region.
Duration: one month

Eligibility : Functional Literate

Fees : Rs. 600/- (Rs. 300 for North East Regions)
Course Material : Printed material

Practical/Theory Counselling sessions : 27 hours on practical sessions and 13 hours of theory.

Classes are conducted at Study Centres, Tele learning centres, Community Information centres on all working days except Saturday and Sunday for 2 hours on each day. 

Attendance requirement : 90% (if 50% then students has to pay Rs. 50/- more and if attendance is lea than 50% , student has to re-register)

Interactive Radio Counselling : Live Counselling is provided on radio by invited experts for one hour on all Sundays from 4-5 pm over 189 radio stations across the country.

1 Syllabus Outline 

	2 Computer Literacy Programme (CLP)

	3 1. Windows 2000 Professional and Internet

Unit-1 : Introduction to Computer

Unit-2 : Windows 2000 Interface

Unit-3 : Windows Explorer and Application

Unit-4 : Introduction to Internet

	4 2. MS-Word

Unit-1 : Introduction to MS Word

Unit-2 : Formatting Document

Unit-3 : Desktop Publishing Features

Unit-4 : Advanced Features in Word

	5 3. Introduction to MS-Excel and Power  Point

Unit-1 : Introduction to0 Microsoft Excel

Unit-2 : Advance features of Microsoft Excel

Unit-3 : Introduction to Microsoft PowerPoint

Unit-4 : Advanced feature of Microsoft Power Point

	6 4. Web Technologies

Unit-1 : Introduction to HTML

Unit-2 : Advanced HTML

Unit-3 : Introduction to JAVA Script

Unit-4 : VB Script

	7 5. Trouble Shooting (PC and Edu Sat)

Unit-1 : Computer maintenance and Troubleshooting

Unit-2 : Edu Sat Troubleshooting


DETAILED SYLLABUS

Course-1 WINDOWS 2000 PROFESSIONALS AND INTERNET
Unit-1 : INTRODUCTION TO COMPUTERS
1.0
Introduction 

1.1
Objectives

1.2    What is a Computer
1.3 Parts of a Computer
1.4 Data Processing Cycle
1.5 Hardware versus Software 
1.6 Operating System
1.7
Summary

1.8
Model Answers

Unit-1 : WINODWS 2000 INTERFACE
1.0
Introduction 

1.1
Objectives

1.2   Windows 2000 Interface

1.3    Windows Properties

1.4 Working with multiple Windows

1.5 Control panels

1.6 Summary

1.7 Model Answers

Unit-3 : Windows Explorer and Applications

3.0 Introduction

3.1 Objectives

3.2 Explorer and My Computer

3.3  Windows Applications

       3.3.1
Notepad

       3.3.2
Paint

       3.3.3 
Character Map

       3.3.4
Calculator

       3.3.5
Wordpad

3.4   Systems Tools

3.5 Summary

3.6 Model Answers

Unit-4 Introduction to Internet
4.0 Introduction
4.1 Objectives

4.2 Internet Architecture
4.3 Internet Tools

4.4 Browser Configuration

4.5 Accessing through Inter Explorer

4.6 MS Outlook

      4.6.1 Mail Window

      4.6.2 Customizing Outlook Express

4.7 Summary

4.8 Model Answers

Course- MS WORD
Unit-1 Introduction to MS-Word
1.0 Introduction

1.1 Objectives

1.2 Starting MS-Word

1.3 Document Window

      1.3.1 Components of Document Windows

      1.3.2 Create Documents

      1.3.3 Open Documents

      1.3.4 Locating Documents

      1.3.5 Protecting Documents

1.4 Manipulating Text

1.5 Getting Help with MS-Word

1.6 Summary

1.7 Model Answers

Unit-2 : Formatting Documents

2.0 Introduction

2.1 Objectives

2.2 Viewing Documents

2.3 Formatting Text

2.4 Formatting Paragraphs

2.5 Formatting Pages

2.6 Advance Formatting Features

      2.6.1 Autoformat

      2.6.2 Headers and Footers

      2.6.3 Insert Section Break

      2.6.4 Numbering Pages

2.7 Summary

2.8 Model Answers

Unit-3 : Desktop Publishing Features
3.0 Introduction

3.1 Objectives

3.2 Proofreading a Document

     3.2.1 Set Language Option

     3.2.2 Spell Check for a Document

     3.3.3 Using the Autocorrect Feature

     3.3.4 Using the Autotext feature

     3.3.5 Find and replace

     3.3.6 Previewing Documents

3.3 Printing Documents

3.4 Summary

3.5 Model Answer

Unit-4 : Advance Features in WORD
4.0 Introduction

4.1 Objective

4.2 Mail Merger

      4.2.1 Creating Main Document

      4.2.2 Specifying the Data Source

      4.2.3 Merging the Data file and the Main Document

4.3 Tables

      4.3.1 Creating table

      4.3.2 Converting Table to Text

      4.3.3 Editing Table

4.4 Summary

4.5 Model Answer

Course 3 : Introduction to MS Excel & Power Point
Unit-1 : Introduction to Microsoft Excel

0.0 Introduction

0.1 Objectives

0.2 Starting Excel

0.2.1 Excel Worksheet

0.3 navigating Worksheet

0.4 Entering Data

0.4.1 Entering Text

0.4.2 Entering Numbers

0.4.3 Entering data and time

0.4.4 Entering Formulas

0.5 Excel Functions

0.6 Selecing Cell Ranges

0.7 Creating Text Number and data Series

0.7.1 creating Text Series

0.7.2 Using the Autofill features

0.8 Editing Worksheet data

0.8.1 Clearing a Cell

0.8.2 Copying Data

0.8.3 Cut & Paste

0.8.4 Inserting and deleting

0.9 Worksheet Formatting

0.9.1 Numbering Formatting

0.9.2 Custom Formats

0.9.3 Data & Time format

0.10 Changing Column width and Row width

0.10.1 Changing Column width

0.10.2 Change Row width

0.11 Auto Formats
0.12 Alignment data

0.12.1 Horizontal control

0.12.2 Orienting Text

0.12.3 Controlling text within Cell

0.12.4 Applying Borders

0.13 Working with Graphic Objects

0.13.1 Adding Graphic Objects to a Worksheet

0.13.2 Selecting, Resizing Objects

0.13.3 Creating a Text Box

0.14 Charts

0.15 Summary

0.16 Model Answers

Unit-2 : Advanced features of Microsoft Excel
2.0 Introduction

2.1 Objectives

2.2 Using Formulas, Function & Macros

2.2.1 Entering Formulas

2.2.2 Entering Date and time formulas

2.2.3 Converting formulas to values

2.2.4 Inserting Range Names in formulas

2.3 Entering Functions

2.3.1 Entering Function manually

2.3.2 Paste Functions

2.3.3 Editing Functions

2.4 Macros

2.4.1 Creating and Storing Macros

2.4.2 Running a Macro

2.5 Printing Worksheet Data

2.5.1 Printing an Area

2.5.2 Defining and deleting print area

2.5.3 Printing worksheets

2.5.4 Inerting and removing Page Breaks

2.5.5 Modfying Page Setup

2.6 cerating Headers and Footers
2.6.1 Using built-in Headers and footers

2.6.2 Custom Headrs and Footers

2.7 Protecting data within Workbooks

2.7.1 Password to open a file

2.7.2 Password to modify a file

2.7.3 Creating the backup option

2.7.4 Removing protection and modifying passwords

2.7.5 Workbook level protection

2.7.6 Protection and security at worksheet level

2.7.7 Cell protection
2.8 sharing adapt with other applications

2.81. Horizontal control

Inserting or linking to a worksheet

Embedding an Excel object in another application
2.9 Working with data forms using Lists

2.9.1 adding records with data forms

2.9.2 deleting records with data forms

2.9.3 finding records with data forms

2.9.4 sorting data in a List

2.9.5 Filtering data in a  List

2.9.6 Using the Autofiller

2.9.7 Setting some custom Categories

Unit-3 : Introduction to Microsoft PowerPoint
3.0 Introduction
3.1 objectives

3.2 starting PowerPoint

3.2.1 PowerPoint presentation screen

3.2.2 Rulers and Guides

3.3 creating a new presentation

3.3.1 creating a presentation using a Template

3.3.2 creating a blank presentation

3.3.3 opening and closing an  existing presentation

3.4 inserting and deleting slides in a presentation

3.5 viewing a presentation

3.6 entering and editing text

3.7 enhancing text presentation

3.8 working with color and Line Style

3.9 adding headers and Footers

3.10 Summary

3.11 Model Answers

Unit-4 : Advanced Features of Microsoft PowerPoint
4.0 introduction

4.1 Objectives

4.2 Inserting objects in a presentation
4.2.1 adding ClipArt pictures

4.2.2 auto ClipArt

4.2.3 adding graphic objects

4.2.4 drawing Rectangles and  Ovals

4.2.5 using Autoshapes

4.2.6 drawing Lines and Arcs

4.2.7 drawing Text Boxes

4.2.8 drawing freeform shapes

4.2.9 editing freeform shapes

4.3 Adding Movies and Sounds

4.4 Inserting Word table or an excel Worksheet

4.4.1 inserting other objects
4.4.2 moving and copying objects

4.4.3 resizing and scaling an object

4.5 Checking Slides

4.6 Choosing a Setup for presentation component

4.7 Printing presentation components

4.7.1 making setting in the Print dialog box

4.7.2 printing different kinds of output

4.8 Setting up and running a slide show on screen

4.8.1 running a slide show

4.8.2 setting transition and slide timings

4.8.3 automating a slide show

4.8.4 building slide text

4.8.5 interacting with objects during a presentation

4.9 Summary

4.10 Model Answers

Course-4 Web Technologies
Unit-1 : Introduction to HTML

1.0 Introduction

1.1 Objectives

1.2 What is HHTML

1.3 Basic tags of HTML

1.3.1 HTML Tags

1.3.2 TITLE Rag

1.3.3 BODY tag

1.4 Formatting of Text

1.4.1 Headers

1.4.2 Formatting tags

1.4.3 PRE Tag

1.4.4 FONT Tag

1.4.5 Special characters

1.5 Working with Images

1.6 META Tag

1.7 Summary

1.8 Solutions/Answers

Unit-2 : Advanced HTML

2.0 Introduction

2.1 Objectives

2.2 Links

2.2.1 Anchor tag

2.3 Lists

2.3.1 Unordered Lists

2.3.2 Ordered Lists

2.3.3 Definition Lists

2.4 Tables

2.4.1 TABLE, RE and TD Tags

2.4.2 Cell spacing and Cell padding

2.4.3 COLSPAN and ROWSPAN

2.5 frames

2.5.1 Frameset

2.5.2 FRAME Tag

2.5.3 NOFRAMES Tag

2.6 Forms
2.6.1 FORM and INPUT Tag

2.6.2 Text BOX

2.6.3 Radio Button

2.6.4 Checkbox

2.6.5 SEELECT Tag and Pull Down Lists

2.6.6 Hidden

2.6.7 Submit and Reset

2.7 Some special tags

2.7.1 COLGROUP

2.7.2 THREAD, TBODY, TFOOT

2.7.3 _blank, _self, _parent, _top

2.7.4 IFRAME

2.7.5 LABEL

2.7.6 Attribute for <SELECT>

2.7.7 TEXTAREA

2.8 Summary

2.9 Solutions/Answers

Unit-3 : Introduction to JavaScript
3.0 Introduction
3.1 Objectives

3.2 JavaScript variables and Data types

3.2.1 Declaring Variables

3.2.2 Data types

3.3 Statements and Operators

3.4 Control Structures

3.4.1 Conditional Statements

3.4.2 Loop statements

3.5 Object based Programming

3.5.1 Functions

3.5.2 Executing differed scripts

3.5.3 Objects

3.6 Message box in JavaScript
3.6.1 dialog Boxes

3.6.2 Alert Boxes

3.6.3 Confirm boxes

3.6.4 Prompt boxes

3.7 JavaScript with HTML

3.7.1 Events

3.7.2 Event Handlers

3.8 Forms

Forms Array

3.9 Summary

3.10 3.10 Solutions/Answers

3.11 Further Readings

Unit-4 : VBScript

4.0 Introduction
4.1 Objectives

4.2 What is VBScript

4.3 Adding VBScript code to an HTML page

4.4 VB Script basics

4.4.1 VBScript data types

4.4.2 VBScript variables

4.4.3 VBScript constants

4.4.4 VBScript operators

4.5 Using Conditional statements

4.6 Looping through Code

4.7 VBScript procedures

4.8 VBScript coding conventions

4.9 Dictionary object in VBScript

4.9.1 Methods: VBScript dictionary object

4.9.2 VBScript dictionary object properties

4.10 ERR Object

4.10.1 Methods : VBScript Err Object

4.10.2 Properties : VBScript Err Object

4.11 Summary

4.12 Solutions/Answers

4.13 Further Readings


PAGE  
Error! Bookmark not defined.



- 8 -

