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No Plan Dt |Actual Dt Today’s Topic Faculty Student Remark
1. COMPUTER BASICS Session 1 & 2
1.1 Uses of CompuUter........cccoevveiveeeeeeeereseeeens |:|
1 1.2 Using of Mouse Comfortably ..........c.cc....... |:|
1.3 Using Keyboard For Typing | |:|
1.4 Understanding Input , Process And Output |:|
1.5 Computer Hardware And Soft are............... []
5 Session 1 & 2 Practical ]
2. OperatingSystem(Windows10) Session 3 & 4|
2.1 Overview the Operating ystem ]
2.2. Basic Operation «..c.ceeeeeiveneiiiinieeiiiinnennnn.
3 ]
2.3. How To Start A COmputer..........ococvvevvennn..d []
2.4.0wn To Logoff And Hibernate A Laptop.......[ ]
2.5.Learn To Interact With Computers ............. |:|
4 Session 3 & 4 Practical (]
2.2 Personalizing Desktop Session 5 & 6
2.2.1 Changing The Desktop Background .......... |:|
5 2.2.2 Applying A Screen Saver .........cccccuveeennenn. |:|
2.2.3 Applying ThemMes .....coceeveveueeeerireeeeenaa, ]
2.2.4 File And Folder Management ................... |:|
6 Session 5 & 6 Practical ]
2.3 Using Applicatons Session 7 & 8
7 2.3.1 Creatng Pictures With Ms Paint ............... |:|
2.3.2 Using Notepad To Create A Text Document ............. |:|
Q Session 7 & 8 Practical ]
Session 9 & 10
9 2.3.3 Using Wordpad To Decorate A Document ....... |:|
2.3.4 Windows Media Player ......c.cccecceevvernennne |:|
10 Session 9 & 10 Practical ]
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1 Session 11 & 12
2.3.5 Calculator.... |:|
2.3.6 STC Y NOLES...oomrverreenreeeeseeneensennsensasnnens] []
2.3.7 Tablet Pc Input Panel .........ccccceeeveveucnenee. ]
12
h Session 11 & 12 Practical O
3 ( Microsoft Word 2013) Session 13 & 14
13 3.1 Basic Operatons «eesereerereenens
3.1.1 Creati gand EEditing docum ts ....
3.1.2 Format ngdocuments ........ccccercvervuennenne
3.1.3 Enhancing documents ........cccceeeeeeennnnn.
14 Session 13 & 14 Practical
Session 15 & 16
3.2.1 UsingInsertTab ...ccccccceviiiiiiiviiiiienenenn. |:|
15 3.2.2 Working with various objects ................... |:|
3.2.3 Shapes, Smart art, Pictures and ................ |:|
3.2.4 Inserti g Header and Footers .........ccc....... D
3.2.5 Using Tables .....ocrrvereeemeereeerneeineeesneenns ]
o Session 15 & 16 Practical ]
Session 17 & 18
3.3.1Using Design MENU ---eeeeereecececeneennns ]
3.3.2Using Themes ..o, D
3.2.3 Create Watermark ]
3.3.4 Using Page Color
3.3.5 Using Page Border .........ccccoeeeveernrnrnenes ]
17 Session 17 & 18 Practical L]
Session 19 & 20
3.4.1 Applying Page Setup.......cccceeeveveerrueenieenen,
3.4.2 Linking and embedding documents |:|
18 3.4.3 Previewing and Printng documents ......... |:|
3.4.4 Advanced Word Processing ......c..cceceenue. D
3.4.5 Creati g and EEditingDF documents ....... |:|
3.4.6 Comparing two versions of a document |:|
19 Session 19 & 20 Practical ]
20 Session 21 & 22
3.5 Using Reference Menu
21 3.5.1 Using Table of Contents
Session 21 & 22 Practical ]
Session 23 & 24
3.6 Mailing Tab cocvovveeeerereeeecceeeee []
22 3.6.1 Using Mail Merge .......ccceceeueerererecrerennnnnn. ]
3.7 Review Tab ...cccovvvviiiiiiiiiiiiicce, ]
3.8 VIieW Tab oo D
23 Session 23 & 24 Practical ]
4.(Microsoft E cel 2013) Session 25 & 26
4.1. Working with a Workbook ]
24 4.2 Using basic formulas |:|
4.2.1Create Marksheet |:|
4.2.2Create Salary Slip
4.2.3Create Price List E
25 Session 25 & 26 Practical L]
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Session 27 & 28
26 4.3 MOdify FONES w..vveveeeeeeeeeeeeeeeeeeeeeene ]
4.3.1Use Of Manipulating D ta .......cccccevevernne. ]
4.3.2Marge Cell oo, ]
4.3.3Format cell Dialog BOX .....ccccveveeveeverveennnns |:|
- Session 27 & 28 Practical ]
Session 29 & 30
4.3.4 Add Borders and Colors to Cell ................. |:|
4.3.5Using Conditional ormaatting .................. D
28 4.3.6Insert, Delete rows , Column and Sheet ...
4.3.7Change the row height, Column width
organize sheet or protect or hide cell ....... |:|
4.3.8Fill, clear Formatting, ext .........cccocvernrannd |:|
4.3.9Sort & Filter, Find & select .......cccccuvveeeee.. |:|
29 Session 29 & 30 Practical ]
Session 31 & 32
30 4.4 How to pivottable ......cccooeveiviiiiiiiinenen. |:|
4.4.1How to apply picture ,clip Art And Shapes.|:|
4.4.2Creating Charts ......ccceeeeeveeecveeneeeieeneennnd |:|
31 Session 31 & 32 Practical ]
Session 33 & 34
4.4.3Insert Hyperlink .........c.cccocvevveevevennen. ]
32 4.4 4\nsert text box , object, word Art symbol..|:|
4.4.5 Header & FOOLEr ...cceevviriienieiiecniceieenn |:|
33 Session 33 & 34 Practical ]
Session 35 & 36
4.5 Formatting Design .....cccovvveevivveeviieeeniieeenns |:|
4.5.1Picture Tool( Fill, Outline , Effect) ............ |:|
34 4.5.2Drawing Tools( Fill, Outline , Effect) .......... |:|

4.5.3 Chart Tools

4.5.3.1 FOrmMat coeevveveeeieniieieseeiesiceee et
4.5.3.2 DESIBN weeeeiiieerieeeiieeesiee et

35 Session 35 & 36 Practical ]

Session 37 & 38
4.6 Show and hide gridlines ,Heading &
Formula Bar .......ccocvveecveeeiieeecieeecieeees

4.6.1 Split A Worksheet .........cccceeveieeiiineiniinnenn. |:|
4.6.2 Freeze and Unfreeze Rows & Columns ..... |:|
36 4.6.3 Hide and Unhide Worksheet ..................... ]
4.6.4 Save WOrKSPace ......covvvevererereereresseserenenens ]
4.6.5 Switch WindOoW ........c.coveveueeverieeenieeerenne. ]
4.6.7 Revision EXCel .....ccovevveriieiienieeienee |:|
Session 37 & 38 Practical L]
5 (Micros of PowerPoint) Session 39 & 40
5.1 The Title Bar vevoeeeeseeeeesseereseeesseseesee L]
5.2 The Ribbon ..., |:|
5.3 RUIErS oo, ]
5.4 Slides, Placeholders and Notes ................ |:|
5.5 Status Bar, Tabs, Views Butons ............... ]
39 Session 39 & 40 Practical ]
Session 41 & 42
5.6 Create aTitle side ..oooooooccooorrrsssrocoerrr, L]
40 5.6.1 Create New slide .......cccccvveveeerveecneecireenen, |:|

5.6.2 Make Change to Your Slide .......ccccuveennee. D
5.6.3 Apply @ Theme ..cocevereeninieienicieeeeen |:|
5.6.4 Apply Pictures And shapes .........cccocueeneenee |:|
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41 Session 41 & 42 Practical
Session 43 & 44
5.7 Preview the Presention ......cccceceeevveeunennen. |:|
42 5.7.1Using the Clip art Object in background ...[ ]
5.7.2inserting a smart art object ..........cccou.... [
5.7.3 Applying Slide Transition ........c.cccevverveenne |:|
a3 Session 43 & 44 Practical L]
Session 45 & 46
4 5.7.4Changing Theme and Font ............c.ccu..... ]
5.7.5 Inserting abels .......c.ccccocveeveveieveeiennn, ]
5.7.6Insert a Photo album .........cccoeveivierenrnenene ]
5.7.7Project ..ccoccueeeviiiiiiiiiiiiieceieeeec e |:|
45
Session 45 & 46 Practical L]
6. (Microsoft utlook 2013) Session 47 & 48
46 6.1 Setti  up a new email account
in Microsof OUtlook ........cceevvveirverennnnene. ]
6.2 sending, receiving, replying, forwarding
Mail MESSAZES ..ot D
47 Session 47 & 48 Practical ]
Session 49 & 50
6.3 Scheduling meetngs with others .............. |:|
48
6.4 Creati g contacts and appointments ........ |:|
6.5 Creating ask .......ccccoevvveveiviiiciiiieeceeee, |:|
49 Session 49 & 50 Practical L]
50 SesSioN REVISION ....cicvveriieinereiicsnenncnnnns |:|
51 Session Revision ...........eeeeeeeeeeeeenennnnnnnee |:|

MS - CIT BOOK READING

52 1. INFORMATION TECHNOLOGY THE ]
INTERNET AND YOU ..o

53 , THEINTERNET , THE WEB , AND

" ELECTRONIC COMMERCE ...oovvveeere L]
54 3 . APPLICATION SOFTWARE .....ccccovvvmrrmmmnnannn: ]
55 4 SYSTEM SOFTWARE w..ooocorvrrensncsnes ]
56 5 THE SYSTEM UNIT oooveeeeerernmmnmasnnenneneenen '
57 g INPUTAND OUTPUT o n
58 7 SECONDARY STORAGE ...occovrvrrroc ]
59 8 . COMMUNICATION AND NETWORKING ....[]
60 Q . DATABASE CONCEPTS .ccovvvvrerraanerrnreenee ]

Keep Reading Your MS - CIT Book

All THE BEST FOR FINAL EXAM
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