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Introduction to computer, history of computers, types of computers, components of computer,
function of computer, application of computers in different field

Operating System: functions of operating system, types of operating system

Computer hardware: basics components of computer, input and output devices, motherboard
and its components, peripheral devices and their functions.

MS office (word, excel, PowerPoint)- (formatting, mail merge, formulas, pivot tables, macros,
animations, transitions etc.)

IT support and troubleshooting (basics and advance troubleshooting techniques, virus and
malware protection, costumer support and help desk management)

Database system, Input and output devices

Networking and troubleshooting

Importance of Al in this field- (Al in threat detection, data management and optimization,
costumer support etc.)
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Basic knowledge of software:

MS windows

MS office (word, excel, PowerPoint, MS paint etc.)
Installation and uninstalling drivers and various software
Booting new windows

Command prompt for various chat bot

File Handling:
a. Creating & Managing Files/Folders (create new folder, create new file, rename a
file/folder, delete file/folder)
. Copying, Moving & Searching Files
c. File Extensions & Types
d. Restoring Deleted Files

Troubleshooting and Maintenance:

a. Slow PC, Software crash, printer issue
b. shutting down of unresponsive program
c. Firewall and security setting

d. Backup and restore

Knowledge of Printer & Printing process:

a. Printing of Document using different types of printers

b. scanning of documents. Photographs & use of scanned documents and Photos
c. Setting Printers (for different paper size, layout etc.)

d. Printer /Scanner installation



