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AUTHORVSED GOURSE OUTLINE
P
Week 1: Introduction td“(;er%@lgr/s/

Definition of a computer Q

Types of computers

Basic computer hardware & peripherals
Software (system vs application)
Computer startup and shutdown procedures
File and folder management
Introduction to touch typing

Speed and accuracy exercises
Document preparation practice (letters, memo , repor
Office procedures (filing, printing, emailin@

Week 2: Operating System

Operating systems basics (Wi
Desktop, taskbar, and start
File management (copy,

. sMainux/Macintosh)
o Creating and managi

avigapon
rename)

Using accessories (calc
Installing and uni
System settin

nd formatting documents

. printing

. columns, and lists

¢ mages, shapes, charts, and word art o

. templates, and themes Q,\X\

o Maill merge (letters, labels, envelopes) 0?9 \\5‘? é«
«  Proofing tools (spell check, grammar, thesaurus) ¢ ¥ 0@0 <O
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Week 4: Microsoft Excel
o Creating and saving workbooks
Data entry and formatting cells
Formulas and functions (SUM, AVERAGE, IF, VLOOKUP, etc.)
Graphical analysis
Sorting and filtering data
Pivot tables basics

Printing worksheets
Week 5: Microsoft Access (Database Management) @

Introduction to databases
Creating tables and relationships, Data entry and validation

Forms and buttons Q
Queries (select, update, delete)
Reports and Printing reports Q)

Project (Encrypted Data entry system Development)

Week 6: Desktop Publishing (DTP) — MSPub / Canva
e Introduction to DTP and Formatting text/obj

o Creating calendars, flyers/brochures, and bdsiness car
e Exporting and printing designs

Week 7: Microsoft Pow int

Introduction to presentati
Creating and saving slj

e Applying transiti
e Inserting ima videos
e Running a pre ' ideshow mode)
e Printin s and handouts
Week & king, Internet & Email
ctign to networking, internet and web browsers
ch engines effectively
ading and uploading files
ting and managing an email account
Sending, receiving, and organizing emails '4 N
Email etiquette and attachments
Cloud services (Google Drive, OneDrive, Dropbox ba@ﬁs?
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