
 

 

 

 

Certificate Course 

Basic Computer Education (CC- II) 

Duration: 04 weeks (32 Hours)       

Course Learning Outcomes (CLOs): 

After completing the course, the student teacher will be competent in: 

1. Developing the skill of digital literacy among learners 

2. Selecting the suitable computer hardware/software and operating systems for personal use. 

3. Applying basics of technologies to web-based applications, social networking tools and 

searching strategies. 

4. Designing innovative teaching learning material using MS Office applications and 

multimedia. 

5. Exploring internet technology to create e-support systems, e-content, e-classrooms, e-

assessments, tutorials, remedial interactive automated modules for facilitate e-learning and 

web authoring. 

 Description Theory Practical Total 

Unit I Introduction to Computers     

Fundamentals, anatomy, classification, input-output 

devices, types of memory devices, operating system 

basics and types of software. 

 

3 

 

3 

 

6 

Unit II Graphical User Interface (GUI) and Windows 

Desktop OS           

Getting started with Windows, securing and 

manipulating work with Windows Operating System. 

Saving and retrieving files from secondary storage 

devices. (CD and Pen drive). 

4 2 6 

Unit III Internet Basics      

Introduction to internet of things: e-mail, surfing, 

browsing, chatting, search engines and websites. 

Accessing and browsing the internet for relevant 

information: Google.com, Kiddle.com,    

4 4 8 



Courseera.com, Eden,  SWAYAM , Animations, 

Remixing media and feedback analysis using Google 

forms 

Unit -IV MS Office Packages:            

 MS Word – Customizing word documents, 

pursuing objects, comments and tables. 

 MS Excel – Worksheets, simple functions, charts 

and graphs. 

 MS Power point – Creating, customizing and 

showcasing presentations. 

 MS Publisher - Creating letters, greetings, 

newsletters and web pages. 

 MS Access – Creating database:  Primary, 

secondary keys, forms, queries and reports. 

6 6 12 

                                     Total 17 15 32 
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