GANGA COMPUTERISED ORGANISATION (GCO)
ONE YEAR ADVANCED BASIC COMPUTER COURSE

Online Study Material & Practical Training Course Duration: 12 Months
Learning Mode: Online + Daily Practical + Assignment + Test

MODULE 1: COMPUTER FUNDAMENTALS

Chapter 1 - Introduction to Computer:-

o Computer FIT 72 Computer & T
e Hardware 3fi¥ Software Input Td Output Devices
e CPU,RAM, ROM HDD 3T SSD

¢ Motherboard Ft Basic SITATLT
Chapter 2 - Operating System:-

o  Windows T Tf= Desktop T4 Icons

e Start Menu U4 Taskbar File U9 Folder

e Copy, Cut, Paste Rename U4 Delete

e Recycle Bin Control Panel #T Basic STTH#hTLT
Chapter 3 - Keyboard T& Typing:-

e Keyboard T T1 gi=T English Typing

e Hindi Typing Typing Speed Practice

e Daily Typing Test Accuracy ETIAT

MODULE 2: PAINT & BASIC GRAPHICS
Chapter 4 - MS Paint:-

o Paint & IR=T Drawing Tools

e Shapes Colors

o Text foraaT Image Save HTAT

e Resize FTAT Image &7 Crop FLAT
Chapter 5 - Image T§ Photo Management:-

e Image Format: JPG, PNG, PDF e Image Resize

e Crop Compress

o Image Size FH/SATET FLAT KB Td MB Ft 79

e Il &I Document H ITIRT FLAT

MODULE 3: NOTEPAD, WORDPAD & TEXT EDITING
Chapter 6 - Notepad:-

o Text for@=T Save T4 Open

e Basic Text Editing File Extension T STTHeRTLT
Chapter 7 - WordPad:-

o Text Formatting Font T4 Size

e Paragraph Basic Document TITT AT

e Save U9 Print



MODULE 4: MICROSOFT WORD - BASIC TO ADVANCED
Chapter 8 - MS Word Introduction:-

e MS Word Interface New Document

e Save T4 Open Font U4 Paragraph Formatting
Chapter 9 - Professional Document Work:-

e Letter Application

e Resume Bio-Data

e Notice Certificate

e Report Office Document
Chapter 10 - Advanced MS Word:-

e Table dqTAT Page Setup

e Header U9 Footer Page Number

o Images T9 Shapes Mail Merge FT Basic T=

e  PDF &ATAT Print U4 Print Settings

MODULE 5: MICROSOFT EXCEL - BASIC TO PRACTICAL
Chapter 11 - Excel Introduction:-

e Workbook T& Worksheet Row TF Column

o Cell U9 Range Data Entry
Chapter 12 - Excel Formulas:-

« SUM AVERAGE

e MIN MAX

e COUNT Percentage

e Basic IF Formula
Chapter 13 - Practical Excel Work:-

e Student List Marksheet
e Fee Record Attendance Sheet
e Salary Sheet Expense T4 Income Record

e Basic Chart

MODULE 6: MICROSOFT POWERPOINT

Chapter 14 - PowerPoint Introduction:-

o Slide IATHT Text T Images
e Themes Design
Chapter 15 - Presentation Work:-
e School Presentation Business Presentation
e Project Presentation Animation T4 Transition

e Slide Show
MODULE 7: INTERNET & DIGITAL WORK

Chapter 16 - Internet Basics:-

o Internet T 87 Browser FT ST
 Google Search T TL1h & TR gadT




Chapter 17 - Download & Upload:-
e File Download Image Download
e PDF Download File Upload
e Download Folder Management
Chapter 18 - Online Forms:-
¢ Online Form {ZAT Document Upload
e Photo Upload AT AR & F49T9
o Form Submit T& Confirmation
MODULE 8: EMAIL & DIGITAL COMMUNICATION
Chapter 19 - Email:-

e °IT Email Account 4T Email Login T Logout
o  Email 971 Attachment HSTT
e Reply 79 Forward Professional Email Writing

Chapter 20 - WhatsApp on Computer:-

o WhatsApp &I Computer & Connect FLAT ~ WhatsApp Web/Desktop

e Document T Photo 9IS File Download
e Basic Digital Communication

MODULE 9: PHOTOSHOP BASIC & DIGITAL DESIGN
Chapter 21 - Photoshop Basic:-

e Photoshop FT IR= Interface

o Image Open T4 Save Crop

e Resize Text Tool

e Basic Photo Editing Background T Basic STTH#hTLT
Chapter 22 - Practical Design Work:-

e Simple Poster Certificate Design

e ID Card Basic Design Social Media Image

e Basic Business Banner

MODULE 10: DOCUMENT SCANNING & FILE MANAGEMENT

Chapter 23 - Document Scan:-

e Document Scan AT Mobile & Scan
e  PDF &ATAT FT Pages Eal T PDF T STrEAT
Chapter 24 - File Size Management:-
« KB, MB U GB &I STHa=T Image Size FH FTAT
e PDF Size ¥ AT AMALTFHATIAT File Size TETHT/E=T Format ¥ Save FTAT

o Online Upload # AT File 73T F¥AT



MODULE 11: ONLINE SERVICES & PRACTICAL DIGITAL WORK
Chapter 25 - Digital Office Work:-
¢ Online 3T&T T Basic SITAFRTLT Document THTT FLAT
e Scan, Upload Td Download PDF U4 Image Management
e Email 79 WhatsApp Communication
Chapter 26 - Online Safety:-
e Strong Password OTP it FT&T
o Fake Website #T Tg=Td Online Fraud & =19
ﬂ'{‘f%_cf Download
MODULE 12: BUSINESS LEVEL COMPUTER WORK
Chapter 27 - Professional Office Work:-

e Customer Data Management Student Record
e Basic Billing Quotation
o Invoice T I=T Report ITAT
e Professional File Management Chapter 28 — Business Communication
e Professional Email WhatsApp Business T Basic ITTTT
o Customer ¥ Digital Communication Document Sharing
Online Meeting FT Basic Tf=
MODULE 13: FINAL PRACTICAL & CERTIFICATE
Course & 3d ¥ far=meff #1:-
1. Final Online Test MS Word Practical
2. MS Excel Practical PowerPoint Presentation
3. Internet U9 Email Work Document Scan Td PDF Work
4. Basic Digital Office/Business Work T AT [T ST

AT Course TF Assessment T F ATl =T 1 GCO & A= & SITAT Course
Completion Certificate STET 33T STTUT|
1. Google Drive — File Upload, Folder S9THT 3T Share F<ATI
2. Google Docs / Sheets — Online document 31T basic online spreadsheet work|
3. Video Meeting — Google Meet/Zoom T basic ST
4. Basic AT Tools T AT START — AT & THT H TTHATT document, learning 3T
productivity work # ferm|



MODULE 14: WORK REPORT & DIGITAL COMMUNICATION
far=rmeff et w19 AT T2H, afcd FTH G 4 & 912 ST Report fFEt =6 AT Office #r
Aot T =Hrawm zE i gr -

e Daily Work Report sTAT Work Summary TITT FAT

o MS Word ¥ Report IHTHT Excel & Work Record a9TAT

o Report & PDF ¥ Save FTAT Email % ATTH & Report ASTHT

o File Attachment S¥STT WhatsApp ¥ Document T& Report HSTHT

+ Google Drive ¥ File Share FAT Link % ATeTH ¥ File AT =TT U w18
FH U — File Save — H@ Folder & T& — PDF §9TT — Email/WhatsApp/Drive &
HTEAT & Report WS

MODULE 15: ANYDESK & REMOTE COMPUTER SUPPORT
9 Chapter # 3= %1 Remote Support Ft Basic ST &F SO THH T ZRIT:

¢ Remote Computer Support T & AnyDesk FT Basic T=

e AnyDesk Install/Open HTAT A9AT Address/ID HHAAT

. {Fl% =Tk & Connection AAT Connection Request T Accept/Reject FTAT
e Screen Sharing T8 Remote Assistance #T STTRTL

e File Transfer #t Basic STTHRTLT Session FHTH FHTAT

MODULE 16: BASIC AI & SMART DIGITAL TOOLS
3T % Digital 997 H I Chapter STTEAT dgd ST o7l SEH THHA g
e Artificial Intelligence (AI) FT Basic T%=a Al Tools FT BId g

o UETE H AL FT ITANT ST A U Hhad | ggraar

e Basic Question TAT TRt Topic T Summary s9TT

¢ Document Draft T3 Fe § T Letter U Application &T Draft

o Ideas UF Planning & Hgraar Translation U9 Language g1l

o Basic Content U Presentation Ideas Al g1 %q T 3% &7 Check FA #FT areq

Description / Agcaqul G-

GCO One Year Computer Course FT TH YT JATX AT 73T g T A=t Computer T
Basic STTRTIT & ST <fAeh Strad, forear, wraiera ua Business ¥I¥ & 9T Digital FTIT &1

FTAETH &7 F Hg Toh

TH Course H e Software TATHT &f Aal, afed Computer T el T Tl AT ALtH o FLAT,
File #T Save T Manage FAT, 3TG99% Document I FTAT, Internet T Digital Tools FT
TR STFART FTAT 7T HTA T 1 & 91< AT Report T File FY SFra wreqsr § w1
g STom)




