VOC 102: Computer Fundamentals—I (Information Technology)

Learning Objectives:

1. To facilitate the students to study Instructional Designing theories, basic IT skills using
application software tools,

2. To facilitate the students to make functional use of IT skills in teaching — learning process.

Learning Qutcomes:

1. Studeuts will have conmand on basic IT skills

2. Students will be able to use computer and internet facilities for their academic and holistic
development purpose

Software for Hands-on:
e Windows Vista
e« MS Office 2007
o Internet Explorer
o Online collaboration tools

This course offers the following modules:

Module - I: Word Processing
» Overview of Word Processing
e Creating and Editing a Document (Exercise 1 - Creating Notice)
» Revising and Refining a Document (Exercise 2 - Revise your notice)
o Using Additional Word Features (Exercise 3 — Creating notice for different classes)
o Changing the Display of the Document (Exercise 4 - Changing the display of your notice)
» Using Mail Merge (Exercise 5 — Sending notice using Mail Merge)
» Using Standard Templates (Exercise 6—Create notice using standard templates)
o Word Processing in Other Languages ( Exercise 7 - Creating a notice in Marathi)

Module - IT: Spreadsheet and Presentation Graphics
o Overview of Excel
e Creating and Editing ( Exercise 1 — Creating attendance sheet)
o Using Charts (Exercise 2 — Creating a chart)
e Managing a Workbook (Exercise 3 — Managing Attendance Sheet)
e Overview of Presentation Graphics
o Creating a Presentation (Exercise 1 — Creating a Annual Day Presentation)
» Modifying and Refining a Presentation (Exercise 2 — Modifying and Refining

Presentation)
» Using Advanced Presentation Features (Exercise 3 — Advanced Features for Presentation)




Module - I1I: Database Management Systems

Overview

Creating a Database (Exercise 1 — Creating a Student Database)
Modifying a Table (Exercise 2 — Modifying a Student Database)
Creating Forms ( Exercise 3 — Creating Form for Student Database)
Queries and Reports (Exercise 4 — Creating Report)

Protecting the Database (Exercise 5 — Protecting a Student Database)

Module - 1V: Internet

Internet Basics

Navigating the Web ( Exercise | — Navigating the web site)

Finding Information on the Web (Exercise 2 — Searching result on the web)
Communication Using E-Mail (Exercise 3 — Communicate result to your friends)

Module - V: Tutorials, assignments and presentation based on Module I to IV
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