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	                 CLASS
	Topic

	                      I
	Unit -1
Different types of machine
Unit -2
Characteristics of the computer

	                       II
	  UNIT 1 

Using the Keyboard (T)

Starting with Microsoft word.

typing – Enter Key / Caps Lock Key/Numeric Keyboard/arrow keys
UNIT 2

Using the Mouse (T)

To use different tools in MS – Word, for Eg. Select Text/Bold text/underline text/change font/font size. Etc.



	III
	Unit 1

How Does a Computer Work

Input-Process-Output Cycle

Unit 2

Computer System – Hardware and Software, Input, Processing, Output, Storage devices


	IV


	Chapter 1 - Computer Overview

· IPO cycle

·  Hardware/Software

· Limitations of the computer
Chapter -2  
· Input  and output devices.



	V
	Presentation in Power Point –View buttons – Creating own Presentation –Inserting, Deleting, adding text boxes, organising slides, Saving a Presentations.(Chapter – 6 – Page number 62  to  77) 
More on Power Point – Formatting, Background, Theme, Shapes, Bullets, ClipArt, WordArt, view powerpoint slide show, Picture. (Chapter – 7– Page number  - 78  to 90)
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