Course Name
: Basic Computer Fundamentals Office Productivity Course- Windows

Course Content
Day 1 & Day 2

Computer Fundamentals 


Introduction to computers

Types of computers

Introduction to Input Output Devices

Introduction to storage devices

Introduction to Networks

Hardware and Software

Day 3

Introduction to malicious codes and types

Introduction to Windows XP

Day 4,5,6

Installation, operating and basic troubleshooting

Installing Windows XP
Configuring Windows client for network AD environment

Installing and operating antivirus software.

Managing file in explorer

Common tasks in Window environment: How to resources sharing in AD environment.

Introduction to basic AD domain environment like user/group management, group policies etc

DAY 7,8,9 - Office Automation Tools
MS OFFICE - XP

Introduction

MS Word 

MS Excel 

MS Power Point

MS Outlook 
Day 10
Communication using PC: Windows Based

Introduction to Internet


Introduction to WWW

Direct Access

Using Internet services

Using the Internet in day to day operations (search engines, e-learning, e-commerce)

Web based applications and utilities.

