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The vision of this instltute is to provide

quality education and excellence in

academic. Our collective vision is to develop

an environment that fosters exernplary,

innovative that responds swiftly to the

challenges of the 21st century. Through the

assessment of the academic achievement of our students, we will

demonstrate our commitment to excellence and continuous development.

Mission..

Our is an multi disciplinary institute, we nurture talent and creativity,

provides aspiring faculties from diverse background with the skill to sustain

professional career, foster lifelong

involvement in science of today and

tomorrows and prepares students with

highest level of performance providing

overall growth study in regional, national

and international comrnunities. Cur

mission is to build a strong teaching

environment that responds to future

chalienges..



Info About organization from where we are Authorized
l\llELtT is .An Autonomous body of Department of

lnformation Technology, Ministry of Communications &
E

lnformation Teehnology, Governrxent of lndia with Head

Quarters at New Delhi, and is a professional exarnination body in lndia, which

accredits institutes f organizations for conducting particular courses, specializing

in the non-formal sector of 1T education & Training. Realizing the wide gap in the

availability of quality computer professionals to rneet lndia's ambitious leadership

plans in software exports, the Society has promoted computer edr.ication, by

offering its meticulously prepared curricula. Computer Courses CCC /BCC/ O / A I
B /C Level which are being conducted by the institutes in the non-formal sector,

have established a brand narne in the field of lT in lndia and abroad, since 1991.

NIELIT is implementing the joint Scheme of DIT & ATCTE

The Course on Computer Concepts (CCC) of NIELIT which is a beginner's

course on computer literacy has got recognition from the State Governments of

Gujarat, Maharashtra and Uttar Pradesh for entry into Govt. services. Other state

governments as Himanchal Pradesh, Manipur, J&K etc and GOI departments are

also prornoting DOEACC certification for sponsored training activities. Various

The objective of the Scheme is to generate qualified rnanpower in the area

of information Technology (lT) at the national level, by utiiizing the facilities and

infrastructure available with the institutions/organizations in the non-formal

sector. Manifold functlons of the DOEACC Schenre are:

c Accreditation, Registration and Examination
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ul.om (EligihiliQ-)- oer e wo (Class 8'r' Passed OR HIGHEII ) AND qE& (Duration) e qn ( Three
Months ) .
Objective: This course is desipped to aim at imparting a basic level appreciation prograr*ne for
the comrnon rnal. After completing the course the incumbent is able to the use the computer for
basic purposes of preparing his personlel/business letters, vieu,'ing hJormation on internet (the
lveb), sending rnails, prepaling his L-rr-rsiness presentations, playir-rg galnes eic. This allou;s a
co&lmon man or housewife to be alsc a part of computer users list. This woulcl also aid the PC
penetration program. This coiu'se is more practical oriented.
Since this is a course on Computer Appreciation, no pre-recluisite course is needectr" lfoweve-r, it is
expectecl that the person has some elementary krrowledge of English.

sIFt



Detailed Svllabus

1. INTROT]CTION TO COMPUTER
1.0 lntroductioll -
I.1 {}b-iectives
1.2 \trIhat is cot'rputer
L2. I llistorl ol Compule r'

1.?.? fharaclerislics ol'Cornpuler S-vslern

1.2.3 Ilasic ;\ppiication olConrpuler
I I Comn,rnenls 'rl ( ,rmnrler \\\tL'm
1.3"-l llentral Processing l-rnit
1.3.2 Kc1'board" mouse an VU
I ..1.i ( )rl)rr Ixpur de riur:
1.3.4 0ther output devices

1.3"5 ComputerNlemorl.
1 .,tr Concept o1'l lardrvare an Soliware
I .4" I Hardu,are

1.1.2 Solhare
L/i.2" I Application Solir.r'are
1.4.2^2 S-vstems Softu,ar^e

1.4.2.3 Plogranrming Languages

1.5 Represenration of Dala,i Inlbrmalion
L6 t unuclrt ul Datir pl'ucc':in-s
L7 ,\pplicatiorr U.t I

L.'l .l E-governance
2, INTITOTJCTTON TO GTit B-{SED

OPERATING S\]STEM
2.0 Introduction
2.1 ULrjcctivr.:s

2.2 tlasics oi' Opertrting Systcn.i

l.:.1 ( )pcral in:: .r:lcrrr
2.2"2 l3asics of populal'operating s)sterr

{LL\JLIX. W'NI)OWS)
2.3 The user Interface

2.3.1, Task Bar

2.3.2 !cons

2.3.3 Start Menu

2.3.4 Running an Application
2.4 Operating System Simple Setting

2.4.L Changing System Date And Time

2.4.7 Changing Display Properties

2.4"3 To Add Or Remove a Windows
Component

2.4.4 Changlng Mouse Properties

2..4.5 Adding and removing Printers

2.5 File and Directory Management
2.6 Types of files
J. ELEMEI'I'IS 0r'IVORD PROCESING
3.0 lntroduction
3.1 Objectives

3.2 Word Processing Basics

3.2.1- Opening Word Processing Package

3.2.2 Menu Bar

3.2,3 Using The Help

3.2.4 Using The lcons Below Menu Bar

3.3 Opening and closing Documents

3.3"1 OpeningDocuments

3.3.2 Save and Save as

3.3.3 Page Setup

3.3.4 Print Preview

3.3.5 Printing of Documents

3.4 Text Creation and manipulatlon

3.4.1 DocumentCreation

3.4"2 Editing Text

3.4.3 Text selection

3.4.4 Cut, Copy and Paste

3.4.5 Font and Size selection

3.4.6 Alignment of Text

3.5 Formatting the Text

3^5.1 Paragraphindenting

3.5.2 Bullets and Numocring

3.5.3 Changing case

3.6 Table Manipulation
3.6.1 Drav,r Table

3.6.2 Changing ceil w;dth and height

3.6.3 Alignment of Text in cell

3.6.4 Delete/ lnsertion of row and column

3.6.5 Border and shadins
,t. SPREAD SHEET
4.0 lntroduction

4.3- 0bjectives
4.2 Elements of Electronic Spread Sheet

4.2.1 Opening of Spread Sheet

4.2.? Addressing of celis

4.2.3 Printing of Spread Sheet

4.2.4 Saving Workbooks

4.3 Manipulation of Cells

4.3.1 EnteringText, Numbers and Dates

4.3.2 Creating Text, Number and Date Series

4.3.3 lnserting and Deieting Rows, Column

4.3.4 Changing Ceil Height and Width
4.4 Funetion Cell Charts

4.4.t Using Formulas

4.4.2 Function
A A 2 .L-.t.

5. CCOI'IPUTtrR C0MMtTNICATI{IN
AND TNTERNI,T

5.0 lntrociuction

5.1 Objectives

5.2 Basics of Computer Networ-ks

5.2.L Local Area Network {LAN)
5.2.2 Wide Area Network iWAN)
5.3 internet
5.3.1 Concept of lnternet

5.3.2 Basics of lnternet
5.4 Services on lnternet

5.4.1 World Wide Web and Wehsites

5.4.2 Communication on internet
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5.4.3 lnternetServices

5.5 Preparing Computer for I nternet Access

5.5.1 lSPs and exarnples
(Broadband/Dial up/Wif i)

5.5.2 lnternet Access Techniques

6. WWW AND WEB BROWT,SER
6.0 lntroduction
6.3- Objectives

6.2 Web Browsing Software

6.2.1 Popular Web Browsing Software
6.3 Cr:nfiguring web Browsing

6.4 Search Engines

6.4.1 Popular Search Engines/ search for
content

6.4"2 Accessing Web Browser

6.4.3 Using Favorites Folder

6.4.4 Downloading \rVeb Page

5.4.5 Printing Web Fages

7" CO]\T]\IT]NICATION AND
COLLABOTLA.TIO]]i

7.0 lntroduction
7.1 Objectives

7.2 Basics of E-mail

7.2.1" What is an Eiectronic Maii

7.7.2 EmailA,ddressing

7.2.3 Configuring Enrail Client

7.3 Using E-maii

8.3.3 Entering and Iciiting Text

8.3.4 lnserting ltnd Deleting Slides in a
Present ration of Siicies

8.4 Preparation of 5lides

8.4,1 lnserting Word Table or An Excei

Worksheet

8"4.2 Adding Clip Art Pictures

8.4.3 inserting Other Objects

8.4.4 Resizing anci 5caiing an Object

8.5 Providing Aestheti.s

8.5.1 Fnhancing Text Presentation

8.5.2 Working with Color and Line Styie

8.5.3 Adding Movie and Sound

8.5.4 Adding Headers and Footers

8.6 Presentation of 5iides

8.6.1 Viewing,qPresentaiion

8.6.2 Choosing a Setup for Presentation

8.6.3 Printing Slides And Handouts

8.7 Slide Show

8.7.1, Running a Slide Shcw

8.7.2 Transiting and Slide Timings

8.7.3 Automating a Slide Show

7.3.I 0pening Enrail Client

7.3.2 Mailbox: lnbox and Outbox

7.3.3 Creating and SenCing a new E-mail

7.3.4 Repl-ving to an E-mail message

1.3.5 Forwarding an E-mail message

7"3.5 Sorting and Searching emails

7.4 Advance email features

7.4.I Sending document by E-mail

7.4.2 Activat;ng Spell checking

V.4.3 Using Address book

7.4.4 Sending Soft copy as attachment

V "4.5 Handling SPAM

7.5 lnstant Messaging and collaboration

7 .5"1- r-rsing Smlley

7.5.2 lnternet etiquettes
8. MAKINC SMALI, PRESENTiII]ION5
8.0 lntroduction
8.1 Objectives

8.2 Basics

8.2.1 Using Power Point

8.2.2 Opening A Power Point Presentation

8.2.3 Saving A Presentation

8.3 Creation of Presentation

8.3.1" Creating a presentation using a
t ciltllldttr

8.3.? Creating a Blank Presentation
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laEfilE]
The objective of the course is to enable a student
to acquire the knorrledge pertaining to
funtlamentals of inlormation Technoiogy [T
Toois and Bushess Systems, lnternet Technology
and lVeb desigo Progranr-tring and Problem
Solving tlrrough 'C' I-anguage, Application of
.NiE1' Technology, Introrluction to Multimerlia,
Ir-rtroduction to ICT llesoulces, a Practical anrl
Project !Vork). In order tu. senre the IT industry
better, the DCEACC 'Cl Level .ourse has been
designed to develop the basic skills for the above.
The career options availabie to a DOEACC 'O'
ler.e1 qualifiers are:
. |unior Progammer
. EDP Assistant
. Web Designer
n Lab Demonstrator

The theory examination for each module
under the fourth revisecl svllabus w.ould be for
duration of tlrree hours anrl the total marks for
each subject u-ould be 100. C)ne Practical
examination of three hours dur.ation ar-rcl 100
malks each have been introcluced, r.r'hereil
assessment of written and presentation skills llill
form an integral part. The first exanrination lr,ith
the revised svllabus r.vil1 be held in july 2010, for
which teaching w-ill commence w,ith immediate
efteci.

rtlt-n+, lT TOOLS AND BUSTNESS SYSTEMS

" ComputerAppreciationr
o Cornputer0rganization
. Operating System
. Word Frocessing
n Spreadsheet Package
. Presentation Package
. Data Base Operations
. lnformation Technology and Society

M2-R4: TNTERNET TECI-{NOLOGY AND WEB
DESIGN

' lntroduction to lnternet
. TCF/IP - lnternet Technology and

Frotocol
. lnterneiConnectivity

" lnternet Network
. Seryices on internet (Definition and
. Functions)
. Elecironic Maii

" Current Trends on Internet
. Web Publisning and Browsing
. HTML Programming Basics
. lnteractivity Toois
. lnternel Seeurity Management Concepis,
. lnformation Privacy and Copyright issues

M3-R4: PROGRAMMING AND PROBLEM
SOLVING THROUGH'C' LANGUAGE

. lntroductlon to Programming

. Algorithms for Problem Solving

' lntroductionto'C'Language
. Conditional Statements and Loops
. Arrays

" Functions

' Storage Ciasses
. Structures and Unions

' Pointers

" Self Refe:"ential Structures and Linked
Lists

r File Processing

M4.3-R4: INTRODUCTION TO ICT RESOURCES
. PC Assembly and Operation
. MiscellaneousUtilities
. Nefworking Concepts

' NetworkAdrninistration

6-td



Computer Appl
Utilities

and Miscellaneous

. CompulerAppreciation

. Cornputer0rganization

. 0peratinE System

. Word Processing

. HindiTyping

. Spreadsheet Package

" Presentation Package
r lnformation Technology and Society

Paoer I
Network and llYebpage Design

. Introduction to lnternet

. TCPIIP - lnternet Technoiogy and
Protocol

. lnternetConnectivity
r lnternet Network
. Services on lnternet {Definition and
. Functions)
. Electronic Mail
. Curreni Trends on Internet
. Web Publishing and Browsing
. HTML Programming Basics
. lnteractivity Tools
r iniernet Security Management Concepts,
r Inforrnation Privacy and Copyright lssues

Paoer III

Creative Design and lmage Editing

{. !ntroduction to PageMaker
. Working environment
r introduct!cn to the Toolbox
. Creating a new document
. Defrnrng document size. page margins.

^4^ctu_

. Setting document preferences

' Setting page options
. Saving PageMaker files

' Using column guides and custom guide
lines

. Using the Control Palette.

. CreaiinE Text

. Creatlng text on the page

. NmporiinE text

. Setting Text properties. font, size, style
Coior, ieading, spacing, kerning Tracking

and expert Traeking, Breaking Text,
Baseiine Shitt, Character Scaling

. Creating Frames and Biocks

. Working with Paragraphs

. Bullets and Numbers

. lnline Graphics
r Working with Graphics

' Fills and Outiines and Coior

' Place vs. Cut and Paste
. Transforrnation
. Arranging Objects Non Printing ltems,

Document Set-up, Master Pages
+ lntroduction to Photoshop

r Photoshop'sfnvironment
. Raster and Vector Graphics

' Sizing lmages

" lma_qe Size ancl Resoiution
. Cropping
n Tlre RectanEular and Elliptical Marquee

Tools

' The Lasso Tools
. Saving Selections
. The Magic Wand Tooi
. The Magnetic Lasso Tooi,
. Copying Selections
. Creating Layers
. Transforming Layers
. Copying Layers between lmages
. Arranging Layers
. Saving lmages in Photoshop Format
. Blending and Compositing

' Opacity and Blending Modes
. Feathering Edges,
. Selecting Colors, Painting Tools,
. The Clone Stamp Tool,
. Text, Layer Effects, and Filters,
. Toning Tools,
. Hue/Saturation.
. Printing in Photoshop

* Photography, Photo studio &
Photoshop

(Syllabus provide separateiy)
{. Flash Basics

. lntroduction to flash intedace

. Using Tools

. Creating Symbols

. Saving and publishing file for weir
Paper lV

iNTRODUCTION TO ICT RESOURCES
. PC Assembly and Operation
. MisceiianeousUtiiiiies
. Networking Concepts
. NetworkAciministration

rEm
PaBetl
ication



Subject Faculty nam€

Full
Time
lPart
Time

Highest
Qualification

Experience
(year)

Photo

ICT

Abhishek Shashtri
Fuli

l'in"le
MCA t0

Sumit Kumar
F ull

T.ime

/l.-,1, , -r^\ttuuualLL-

'O'l-evel. CCC
5

Deepak Kumar
Verma

Full
Time

Craduate.
'0'Levei. C-CC

Vishnu Chand Shukia
Full

T:--^ _-I illtg

GradLrate"

'O'Level" CCC
4

ffi
,l i

Rama Shukla
FLrll

Tirne
Craduate

CCC
1(
IJ

Shivam Pnadey
tt..l1I Uli

Tirne
Graduate. CCC

,',

Banking Pankaj Shukla
Fu11

Tirne
MBA (Finance) 4

Electrical Manoj Kurnar Shukla
Full
Tirne

Giaduate.
CCR.\{

11
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