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Formatting, Indent, Pago Pormetting; Header and footer; Tables: Inserting and importing of tables, Alling
end formatting & table; Plotures end Vidso; Mall Merge; Printing doctments; Keyboeard Shortouts

Spreadsheet; Spreadshoet.conoepts, Managing worksheets, Rormetting of Workshgets. and Cells,
Batering dats, Bditing; Printing & worksheet; Organizing Cherts end graphs; Formulas end
Punctions; Hendling operators in formuls; generally used Spreadshest fnotioms; Mathemeatioal,

Statistical, Finanofal, Logleal, Dats and Times; Keyboard Shortouts _ .
Presentation Software: Introduotion and creation of the presentation, Use of Templates; Adding
new slide, Navigeting aoross glides, Use of Master Slide, siide show, Saving and Opening of
prosentation, Text fortnatting options, Copy, Move , Delete slides, Applying designs, Using
Animations, Slids Trensitions, Insert olip mrt, Insert sound/movies, Viewing the pressotation;

Teking printout of presentation/Hendouts; Keyboard Shorteuts,

Unit 41°Working with Infernet _
Basies -of Computer Network end Intemet, Working with Internet, ISP, Web Browsers, World

Wide Web (WWW), Uniform Resotros Looator. (URL) and Domatn Names, Uses of Internet,
Conoept of Searsh Engines, IP Address, Applications of Internst, Chatiing, Video-Conferencing,
Bmall; Manage an B-mail Acoourtt, B-mail Address, conf gure B-mail Acoount, log to an B-mail,
Sending and Reoceiving e-mails, sending files as atteohments, Address Book;. Uploading/
Downloading Flles, Net Efiquettes, Social impact of ICT in Bducstlon, health ocare and
Governancs ' : ' :

Unit &1 Cyber Seemrity Virms, Worms, Trofen and Antl-Virug softwars, Spyvwére, Malvware,
Spams, Data Backup and Recovery Tools, Indien IT ACT, Types of Cyber Crimie; firewall,
Cooldes, Heckers and Crackers, Cyber Ssourity Teohniques: Authehtloation, Bnorypion, Digtt

Signatures, Antt-Virus, Firewnll, Steganography, .
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