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A.DigitalServices/DigitalLiteracy

TOPIC1:INTERNETANDONLINESERVICES

A.IntroductiontoInternet

IntroductionofInternet,TheWorld WideWeb,UsesofInternet,InternetFacilities,
Search Engine,BasicServicesofInternet,NetworkHardware,ConnectivityDevices,
Bridges,Hub,Switches,WhatisRouter,RoutingProcess,DownloadingandUploading
filefrom theInternet,Whatisdownload,DownloadableFileTypes,Stepstodownloada
filefrom Internet,DifferentdownloadIcons,StepstoUploadingfilesonInternet,Internet
&InternetSpeed,FundamentalsofInternet&InternetSpeed,HistoryofInternet,Whydo
peoplewanttogetconnectedtoInternet,IntroductionofanInternetAddress(URL
components),Differenttypes ofinternetconnections,InternetSpeed,Setting up
Internet/How toconnecttotheinternet-Smartphone,TypesofBrowserandTabs,
ComponentsofWeb Page,Download aFileinSmartphone,Using Googlesearch-
Smartphone

B.HowtouseInternetinSmartphone

SettingupInternet/Howtoconnecttotheinternet-Smartphone,TypesofBrowserand
Tabs,ComponentsofWebPage,DownloadaFileinSmartphone,UsingGooglesearch-
Smartphone

C.HowtouseInternetinComputer

HowtoconnectinternetinComputers,DifferenttypesofWebBrowsers,Components
ofaWebBrowser,DownloadandfindafileinComputer

D.Mailaccountsetup

settingupagmailaccount

E.HowtouseWhatsappandTelegram

IntroductiontoWhatsapp,HowtocreateWhatsAppaccount,HowtocreateWhatsApp
Group,AdditionalfeaturesofWhatsApp,Introduction ofTelegram,WhySwitch to
Telegram,HowtoinstalltheTelegram AppinPC

F.IntroductiontoCyberSecurityandCloudStorage
IntroductiontoCyberSecurity,WhyCybersecurityisimportant?,ObjectivesofCyber
Security,Mostcommonsecurityneedtoremember,CloudStorage,How doesCloud
Storagework,BusinessBenefits-CloudStorage,Advantages&DisadvantagesofCloud
Storage
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G.IntroductiontoSocialMedia

IntroductiontoYouTube,MarketingwithYouTube,Introductiontofacebook,How to
createFacebookAccount,How todopostonFacebook?,FacebookPage,Facebook
Group,OnlineSellingonFacebook,IntroductiontoTwitter,PostonTwitter,Usageof
Hashtag,IntroductiontoInstagram,Instagram Account,PostonInstagram,How to
followotheraccounts?,SafetyandSecurityonSocialMedia-Do's&Don'ts

TOPIC2:SMARTPHONELITERACY

A.Settingupasmartphone.

B.MobilePhotography

TOPIC3:COMPUTERLITERACY

A.IntroductiontoComputers

IntroductiontoComputer,ComponentsofComputer,DifferentInput&OutputDevices,
ScreenResolution,How tousePrinterandScanner,DifferenttypesofConnection
Cables,IntroductiontoDifferentStorageHardware,System Windows& Application
Windows,Types ofOperating Systems,Operating System Functions,OS-Memory
Storage&Management,GUIBasedOperatingSystem,PartsofDesktop,Partsofa
Window,ApplicationWindow,IntroductiontoSoftware,DifferentTypesofSoftware,
AdvantagesofUsingComputer,TypesofComputer,Starting-UpaComputer,User
Authentication &UserCredentials,CyberAttacks,Password Credentials & Rules,
DesigningPasswordVerifiers,BeyondPasswords:2FactorAuthentication,Common
Considerations,Two FactorAuthenticatororTwo Authenticators,System Modes,
WindowsDesktop,UsingtheStartButton,ShuttingDowntheComputer,Restartingthe
Computer,UsingTaskbar,OverviewofaTypicalWindow

B.IntroductiontoFilemanagementinComputers

OpeningFileExplorer,FileManagement&Folder,OperatingSystem,FileNamesand
Extensions,SampleofDiskPartition,FileManagement,Save&DeleteCommandsand
Shortkeys,Cut,CopyandPasteFeatures,FileTransfer:MobiletoSystem andSystem
toMobile,ApplicationInstallation,FileSystem,Minimum System Requirementsfor
Windows7,Howtoinstall&Set-UpWindows7OperatingSystem,BasicApplicationsto
be install,Auto Message,Extension and types ofImages and Documents,File
Compression,FileCompressionImpactsonInternet,ClassificationofCompression,
Process ofCompress File,Ratio Between the OriginalSize & Compressed Size,
Advantages&DisadvantagesofFileCompression,IntroductiontoWinRar,Introduction
to ISO,FeaturesofISO:9000 Series,AreasCovered byISO Standards,Benefits&
DrawbacksofISO,Re-SizingofImageinDimensionandQuality,ToolstoRe-SizeImage
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C.IntroductiontoMicrosoftWord,DocsandPPT

OpeningNew &ExistingDocumentinMSWord,IntroductiontoMSWord,Navigation
withinaDocument,EditingandFormatting Text,Tableand Pictures,PageLayout
Settings,PDFtoWORD,WORDtoPDF,PPT,howtomakeslidesinPPT.

D.IntroductiontoExcelandSpreadsheet

Introduction to Spreadsheet,MicrosoftExcel,Overview ofSpreadsheetPrograms,
Working in a Spreadsheet,Adding & Deleting Rows& Columns,Editing & Saving
Spreadsheets,InsertingCharts,PerformingMathematicalTasks,Formulas&Functions

TOPIC 4:APPS,WEBSITES USED IN VILLAGE / WARD SECRETARIATS AND
MAINATANENCE OF ELECTRONIC HARDWARE USED IN VILLAGE/WARD
SECRETARIATS

VariousAppsandwebsitesusedinvillageandwardSecretariats,how touseand
maintainprinters,howtoMaintainFingerprinterscanners,howtomaintainUPS,howto
maintainIRISdevices.


