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Department of Higher Education ,Govt. Of M.P.
Under Graduate year wise syllabus
As recommended by Central Board of Studies and Approved by the
Governor of M.P.
With Effect from : 2021-2022

Class- B.A./ B.com./ B.Sc. (Home Science) 3 Year
Subject — Foundation course ‘

Paper - Basics of computer & information Technology
Session — 2021-2022

Unit -1 INTRODUCTION TO COMPUTER

Basic Organization of computer system: Block diagram & Functions (central
Processing Unit , input/output Unit, storage unit) : Characteristics; capabilitics & Limitations
type Of Computing Devices: Desktop, Laptop & Notebook Smart —Phone , Tablet PC, Server
, Workstation & their Characteristics.

Primary Memory & Their Type : RAM,ROM,PROM EPROM, EEPROM; Cache Memory.
PERIPHERAL DEVICES

Input Devices: Keyboard , Mouse ,Trackball ,Joystick, Digitizer or Graphic tablet , Scanners
,.Digital Camera , Web Camera , MICR ,OCR, OMR, Bar —code Reader ,Voice Recognition
Device , Light Pen & Touch Screen.

Output Devices : Display Devices (CRT, TFT, LCD, LED Multimedia Projectors); Video
Standard : VGA ,SVGA , XGA ete. Impact Printers (Daisy Wheel , Dot Matrix & Line
Printer ); Non Impact Printer (inkjet Laser, Thermal};

STORAGE DEVICES

Magnetic Tape , cartridge , Data Drives , Hard Disk Drives ( Intemal & Exteral)
, Floppy Disk ,CD, VCD, CD-RW , Zip Drive ,.DVD, DVD-RW USB Flash Drive , Blue
Ray Disc & Memory Cards.

Unit - 2 OPERATING SYSTEM (OS)

DOS Basic : Fat , File & Directory Structure and naming rules, Booting Process DOS
System Files. Internal & External DOS Commands.
Windows Basics ( Only clementary ides):
Windows 7 & 8 Desktop , Control , Panel, Saving, renaming , moving, coping and searching
files & folders , restoring from recycle Bin , Creating shortcut, Establishing Network
connections.

Unit 3- M% WORD
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Text Editing And Formatting Using word 2007 & onwards : creating documents using
Template; Saving word file in various file formats; previewing documents, printing
documents to file /page ; protecting document ; editing of selected text , inserting , Deleting
and Moving Text.

Formatting documents; page layout , paragraph format, Aligning text and paragraph Borders
and Shading , headers and footers.

Unit-IV: MS Power Point & MS Excel

. Creating presentation using slide master and template in various themes & variants.
Working with slides: New slide, move, copy, delete, duplicate, slide layouts,
presentation view. :

Format menu: Font, paragraph, drawing & Editing

Printing presentation: print slides, notes, hand outs and outlines

Saving presentation in different file formats.

Workbook & Worksheet Fundamentals: concept of Row, column & cell; creating a
new workbook through blank & template.

Working with worksheet: Entering data into worksheet (General, Number, Currency,
Date, Time, Text, Accounting, etc); Renaming, Copying, inserting, deleting &
protecting worksheet.

Working with Row & Column (inserting, deleting, pasting, Resizing & Hiding), Cell
& cell formatting, Concept of range.

Unit-V: Internet and cyber security

Internet world wide web dial up connectivity , leased line Vsat, Broad Band , wi-
Fi URl , Domain name , web Browser (internet Explorer , Firefox ,Google
Chrome ,Opera ,Uc Browser ect.) search Engine (Google , Bin ,Ask etc.); website
; static & Dynamic ; Difference Between Website & Portal .

E-mail: Account opening , sending & Receiving Amils Manging Contacts &
Folders.

E-mail, internet & social Networking Ethics

Types of viruses & antivirus

Computer security issues & its protection through firewall & antivirus

Making secured online transactions.

Text Books:

1. PC Software for windows by R.K. Taxali
2. Fundamental pf computers by P.K. Sinha
3. Computer Today by suresh K. Basandra
4. Computer Fundamental and Architecture




