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1.   Introduction 

 Day by day use of computers is growing rapidly in Pakistan. In every city, town, village, market, office, school, bank, shop, hospital, home etc., we can see 

increasing numbers of computers. As the number of computers the need of computer operators is growing. Employment as a computer operator is 

projected to grow rapidly because advancement in technology is causing an even bigger demand for duties performed by computer operators. Moreover, 

as computers are very common and everybody wants to learn more about computers the demand for computer skills and knowledge has increased in all 

sectors of economy. 

 

This modular training programme is based on the job required to be performed by a computer operator in nearly every sort of industries nowadays. The 

course is mostly focused on the General Computer Applications. 

 
Definition 
 
A computer operator is the person responsible for monitoring and controlling computer systems in a company or organization. Responsibilities include 

troubleshooting software and hardware problems, maintaining and improving system performance and online availability, maintaining all system and 

application documentation, and assisting personnel with computer problems. Other responsibilities depend on the employer but might include system 

backups, maintaining computer room equipment including printers and tape storage devices, and providing customer support. 

 
Overall objective of the course 
 
The overall objective of this programme is to produce employable computer operators who can provide computer operating services in nearly any industry 

or organization, which involves computer in its operations. The graduates of this programme will also be able to be entrepreneurs. However, this will 

require providing additional input on entrepreneurship development for the one who is willing to start his/her own business. (Not included in the 

curriculum). 
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The structure of this course 
 
This curriculum comprises 8 modules. The recommended delivery time is 800 hours. Delivery of the course can therefore be full time, 5 days a week, for 6 

months. Training providers are at liberty to develop other models of delivery, including part-time and evening delivery. 

 
The full structure of the course is as follow: 
 

Module Title and Aim 
Theory Practical / 

Workplace Total hours 

Module 1:  Maintain Computer System 
13 hours  99 hours  

112 hours 

Module 2:  Prepare Word Documents 
20 hours  180 hours 

200 hours  

Module 3: Prepare Spreadsheets 
16 hours  126 hours 

142 hours  

Module 4: Prepare Presentation 
11 hours  77 hours 

88 hours  

Module 5: Prepare In-page documents 
13 hours  27 hours 

40 hours 

Module 6: Manage e-mail / internet 
9 hours  36 hours 

45 hours  

Module 7:  Manage Information System 
8 hours  42 hours 

50 hours  

Module 8: Identify and peruse new business opportunities in the field of Computer (ICT). 
40 hours  
 

40 hours 
80 hours 
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The purpose of the Computer Operator course is to engage young people with a programme of development that will provide them with the knowledge, 

skills and understanding to start this career in Pakistan. The course has been developed to train specific applications, such as the MS Word, MS Excel, MS 

PowerPoint, Inpage and some trouble shootings etc. to meet the needs and expectations of potential employers. 

 
Entry level:  Matric / Secondary School Certificate (SSC)  
 
The candidate should have ideally completed Secondary School Certificate (SSC) and must possess Basic English Language understanding. No gender/age 

barriers are applicable for this training course.  

 
Minimum Qualification of Trainer: 
 
Trainer for this training course must have at least the qualification of Bachelor degree holder in Computer Sciences along with some experience as 

Computer Operator in any field/sector or 3 years diploma in Computer Application or equivalent with minimum 3 years experienced in related field and 

good communicative instructional skills.  

 
Medium of Instructions: 
 
The medium of instructions for this course should be a combination of English, Urdu and local Languages.  
 
Sequence of Modules  
 

¶ Maintain Computer System 

¶ Prepare word documents 

¶ Prepare spreadsheets 

¶ Prepare presentation 

¶ Prepare In-page documents 
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¶ Manage email/internet 

 
Class Size 
 
Proposed size of the class shall be 20 trainees.  
 
Timeframe  
 

Duration of course:   6 months    

Total Training Hours:  800 hours  

Theory: 160 hours (20%) 

Practical: 640 hours (80%) 

Training day per week:  5 Days 

 
The Training providers are at liberty to develop other models of delivery, including part time and evening delivery etc. 
 
 
Competencies gained after completion of the course 
 
After completion of training the trainees will be able to: 

 

1. Maintain Computer System 

2. Prepare MS Word Documents 

3. Prepare MS Excel Spreadsheets 

4. Prepare MS Power Point Presentations 

5. Prepare In-page documents 

6. Manage emails/internet 
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Personal requirements 
 
A computer operator must effectively interact and communicate with others, be able to work independently, have strong analytical skills, and be able to 

recognize and respond to problem situations. 

 

Computer Operator needs the following characteristics: 

 

¶ A genuine interest in the field of ICT 

¶ A desire to learn 

¶ Stamina ς ability to sit for long duty hours in office environment 

¶ Ability to work as  member of a team  

¶ Strong analytical skills 

¶ Ability to recognize and respond to problem situations 

 
Opportunities for employment and advancement 
 
Computer operators are employed in offices, factories, enterprises, hospitals, banks, airlines, shops, hotels, clubs, restaurants, institutes, colleges, 

universities, data houses, software houses, schools, homes, ICT outlets and in almost all fields of life. Self-employment by founding an enterprise in this field 

is possible as well. Some jobs for Computer Operators are part-time as well. Experienced Computer Operator may advance through promotions with the 

same employer or by moving to more advanced positions with other employers. They can pursue careers as: 

  

¶ Computer Operator in any private business entity, public sector, hotel, offices, schools, banks, shops, library, hospitals etc. 

¶ Computer Assistant 

¶ Senior Computer Operator (Future Career) 
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¶ IT Manager (Future Career) 

 

Experienced Computer Operators achieve a respected level of salaries and good prospects of employment both within and outside Pakistan. The 

employment outlook in this industry will be influenced by a wide variety of factors including: 

 

¶ Rapidly changing technological trends  

¶ Emerging any new businesses  

¶ Employment turnover (work opportunities generated by people leaving existing positions)  

¶ Occupational growth (work opportunities resulting from the creation of new positions that never existed before)  

¶ Size of the industry 

¶ Flexibility of the applicant (concerning location and schedule of work). 
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2. Overview of Curriculum for Computer Operator 
 

Module Title and Aim Learning Units Theory / Workplace 
hours 

Module 1:  
Maintain Computer System 
 
Aim: 
   
This Module aims to provide knowledge and skills on computer 
system management. It also deals with basic introduction to 
computer system management, safety aspects, tools and 
equipment identification and handling techniques. 

LU-1 Install operating system 
LU-2 Configure peripheral devices 
LU-3 Install peripheral devices 
LU-4 Install software application 
LU-5 Update/upgrade software application 
LU-6 Uninstall software application 
LU-7 Perform windows scan 
LU-8 Format external mass storage 
LU-9 Troubleshoot basic software errors 
LU-10 Troubleshoot basic hardware faults 
LU-11 Configure basic internet connectivity 

Total:  
112 hours   
 
Theory:  
13 hours  
 
Practical:  
99 hours  
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Module Title and Aim Learning Units Theory / Workplace 
hours 

Module 2:  
Prepare Word Documents 
 
Aim:  
 
This basic module intends to provide knowledge and skills on 
preparation of word documents. It also deals with basic 
interface, tools/menu management, safety aspects, and word 
processing software handling techniques. 
 

LU-1 Type document 
LU-2 Set up page in a word document 
LU-3 Edit  word document 
LU-4 Format word document 
LU-5 Save word document 
LU-6 Insert in a word document 
LU-7 Import document 
LU-8 Protect document 
LU-9 Insert table in a word document 
LU-10 Hyperlink data in a word document 
LU-11 Perform mail merge in a word document 
LU-12 Insert header/footer in a word document 
LU-13 Insert section break in a word document 
LU-14 Set style in word document 
LU-15 Insert table of contents in word document 

 
 
Total: 
200 hours  
 
Theory:  
20 hours  
 
Practical:  
180 hours 

Module 3:  
Prepare Spreadsheets 
 
Aim: 
 
This basic module intends to provide knowledge and skills on 
preparation of spreadsheets. It also deals with basic interface, 
tools/menu management, safety aspects, and spreadsheet 
application software handling techniques. 
 

LU-1 Create workbook 
LU-2 Insert sheet 
LU-3 Apply basic formulae / functions 
LU-4 Crate charts/graphs 
LU-5 Filter data 
LU-6 Format cell 
LU-7 Edit worksheet 
LU-8 Insert page break 
LU-9 Split cells 
LU-10 Merge cells 
 

 
 
Total: 
142 hours  
 
Theory:  
16 hours  
 
Practical:  
126 hours 
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Module Title and Aim Learning Units Theory / Workplace 
hours 

Module 4:  
Prepare Presentation 
 
Aim: 
 
This basic module intends to provide knowledge and skills on 
preparation of Presentation. It also deals with basic interface, 
tools/menu management, safety aspects, and presentation 
software handling techniques. 

LU-1 Prepare Master slide 
LU-2 Insert Slide 
LU-3 Design Slide 
LU-4 Apply Animation 
LU-5 Apply sound effect 
LU-6 Format Slide 

Total: 
88 hours  
 
Theory:  
11 hours  
 
Practical:  
77 hours 

Module 5:  
Prepare In-page documents 
 
Aim: 
 
This basic module intends to provide knowledge and skills on 
preparation of In-page documents. It also deals with basic 
interface, tools/menu management, safety aspects, and In-page 
application software handling techniques. 

LU-1 Set keyboard preferences 
LU-2 Layout Page 
LU-3 Toggle between Languages 
LU-4 Insert Columns 
 

Total: 
40 hours  
 
Theory:  
13 hours  
 
Practical: 
27 hours 

Module 6: 
Manage e-mail/internet  
 
Aim: 
 
This basic module intends to provide knowledge and skills for 
managing email/internet. It also deals with basic interface, 
tools/menu management, safety aspects, and email/internet 
software handling techniques.  

 
LU-1 Configure Email Accounts 
LU-2 Sort out Emails 
LU-3 Manage Address Book 
LU-4 Archive email Data 
LU-5 Perform Browsing 
LU-6 Download Data 
LU-7 Send/Receive Email 
  

Total: 
45 hours  
 
Theory:  
9 hours  
 
Practical:  
36 hours 
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Module Title and Aim Learning Units Theory / Workplace 
hours 

Module 7:  
Manage Information System 
 
Aim: 
 
This module intends to provide knowledge and skills on the 
management of information system. 

 
LU-1 Perform Data Entry 
LU-2 Manage File/folder 
LU-3 Perform Scanning 
LU-4 Maintain Office Record 
LU-5 Perform Printing 
LU-6 Search Files/Folders 
LU-7 Convert Files  
 

Total:  
50 hours  
 
Theory:  
8 hours  
 
Practical:  

42 hours 

Module 8:  
Identify and peruse new business opportunities in the field of 
Computer (ICT). 
 
Aim: 
 
This module intends to develop the knowledge and skills and 
understanding to develop a new business. 

 
LU-1 Identify business opportunities in the field of 
Computer (ICT). 
LU-2 Develop structure of the new Computer 
Business 
LU-3 Communicate new computer business to the 
customers 
LU-4  Negotiate arrangements for the new computer 
business 
 

Total:  
80 hours  
 
Theory:  
40 hours  
 
Practical:  
40 hours 
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3. Teaching and Learning Guide for Computer Operator 
 
The aim of this training program is to enabling trainees to perform independently and responsibly in their work environment, by following an educational 

programme where this is part of the overall methodological concept. Different methodologies can therefore contribute to achieve the objective.  

 

Methods that directly promote capacity-building for the student are particularly suitable and therefore should be included appropriately in the teaching 

approach. Theory methodologies should be supported by appropriate resources. Practical methodologies should be a set in an appropriate environment and 

supported by appropriate resources like multimedia, printer, scanner, computers (including CPUs, monitors, key boards mousses etc.). All technical 

equipment has to be in good working condition. 

 
3.1 Module 1:  Maintain Computer System 
This Module aims to provide knowledge and skills on computer system management. It also deals with basic introduction to computer system management, 

safety aspects, tools and equipment identification and handling techniques. 

 

Duration: 114 hours Theory: 13 hours Practical: 101 hours  

Learning Unit Learning Outcomes Learning Elements Duration Materials Required Learning 
Place 

LU1: 
Install operating system  

The student will be able to: 
1. Become familiar with basic 

parts of computer.  
 

2. Identify the difference 
between hardware and 
software. 
 

1. Introduce basic Parts of computer like CPU, 
Monitor, Key Board, Mouse etc. 
 

2.  Define hardware is the physical devices 
(tangible component) and software is the 
virtual programming (intangible component).  

 
3. Operating systems like Window 2000, Linux, 

 
 
 
Total Time: 
30 hrs.   
 
Theory: 
2 hrs.   

¶ Computer 
systems 

¶ Laptop 

¶ CD ROM 

¶ /5Ωǎ 

¶ Marker 

¶ White Board 

¶ Duster 

Class Room 
and 
Computer 
Lab 
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Learning Unit Learning Outcomes Learning Elements Duration Materials Required Learning 
Place 

3. Define operating system 
and windows. 
 

4. Take necessary precautions 
before installing any 
operating system.  

 
5. Install operating system in 

the PC/ computers by 
following instructional 
manual. 

 
 
 

Unix, Window XP, Window Vista etc and 
explain the difference among operating 
various system.  
 

 
4. Read Instructions manual carefully. 

 
5. Take necessary precautions like securing data, 

RAM size, size of Operating Windows, 
compatibility etc. 

 

 
Practical: 
28 hrs. 

¶ Computers 
Instructional 
manual 

¶ Multimedia 
Projector 

¶ UPS 

LU2: 
Configure peripheral 
devices  

The student will be able to: 
1. Define most commonly 

used peripheral devices.  
 

2. Comprehend the working 
and uses of various 
peripheral devices. 

 
3. Use different computer 

communication ports. 
 

4. Configure peripheral 
devices, as per the 
instructions given in their 

1. Commonly used peripheral devices are CD 
ROM, USB, Printer, Scanner, Key Board, 
Mouse, Web CAM etc. 
 

2. Employ different types of computer 
communication ports are given as follows: 
¶ VGA 
¶ USB 
¶ Firewire 
¶ eSata 
¶ S-Video 
¶ Display Port etc. 

 
 
 
Total Time: 
12 hrs.   
 
Theory: 
2 hrs.   
 
Practical: 
10 hrs. 
 

¶ Computer 
system 

¶ CD ROM 

¶ /5Ωǎ 

¶ Scanner 

¶ Printer  

¶ Keyboard 

¶ Mouse 

¶ Webcam 

¶ Other 
peripheral 
devices with 
respective 
manuals 

Class Room 
and 
Computer 
Lab 
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Learning Unit Learning Outcomes Learning Elements Duration Materials Required Learning 
Place 

respective manuals. 
 

¶ Computers 
for Student 

¶ Laptop for 
Trainer 

¶ Multimedia 
Projector 

¶ Marker 

¶ White Board 

¶ Duster 

¶ UPS 

LU3: 
Install peripheral 
devices 

The student will be able to: 
1. Ensure that necessary 

precautions have been 
taken before installing any 
peripheral device 

2. Install any peripheral device 
as per instructional manual  
 

3. Pass functional test for the 
same peripheral device. 

1 Install most commonly used peripheral 
devices such as CD ROM, USB, Printer, 
Scanner, Key Board, Mouse, Web CAM etc. 
 

2 Describe various steps of installing different 
peripheral devices. 

 
3 Perform functional test for the newly installed 

peripheral device for example test print, use 
of mouse, Key Board etc. 

 

Total Time: 
10 hrs. 
 
 
 
Theory:  
1 hr. 
 
Practical:  
9 hrs. 

¶ Computer 
system 

¶ CD ROM 

¶ /5Ωǎ 

¶ Scanner 

¶ Printer  

¶ Keyboard 

¶ Mouse 

¶ Webcam 

¶ Peripheral 
devices with 
respective 
manuals 

¶ Computers 
for Student 

¶ Laptop for 
Trainer 

Class Room 
and 
Computer 
Lab 
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Learning Unit Learning Outcomes Learning Elements Duration Materials Required Learning 
Place 

¶ Marker 

¶ White Board 

¶ Duster 

¶ Multimedia 
Projector 

¶ UPS 

LU4: 
Install software 
applications 

The student will be able to: 
1. Define different software 

applications.  
 
2. Ensure that necessary 

precautions have been 
taken before installing any 
software application. 

 
3. Register a software with 

the help of key 
 

4. Install a software 
application as per given 
instructional manual. 

 

1. Practice kinds of different software 
applications such as MS Word, Excel, 
PowerPoint, Access, Publisher etc. 
 

2. Describe purpose / uses of various software 
applications. 

 
3. Demonstrate precautions which have to be 

taken while  installing any software application 
 

4. Demonstrate installation 
 

 
 
 
Total Time: 
20 hrs. 
 
Theory:  
2 hrs. 
 
Practical:  
18 hrs. 

¶ Computer 
system 

¶ CD ROM 

¶ /5Ωǎ ƻŦ 
software 
like MS 
Word, Excel, 
PowerPoint, 
Access, 
Publisher 
etc. 

¶ Computer 
Systems 

¶ Laptop for 
Trainer 

¶ Marker 

¶ White Board 

¶ Duster 

¶ Multimedia 
Projector 

¶ UPS 

Class Room 
and 
Computer 
Lab 
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Learning Unit Learning Outcomes Learning Elements Duration Materials Required Learning 
Place 

¶ USB(for 
installation) 

LU5: Update/upgrade 
software application  

The student will be able to: 
1. Check the registry of the 

application  
 

2. Use the instructional 
manual for 
updating/upgrading 
software applications  
 

3. Update/upgrade software 
application with the help of 
CD or Online available 
software. 
 

4. Make sure that updated 
features are in accordance 
with the specifications / 
requirements.  

 

1. Describe various versions of software 
application. 
 

2. Demonstrate precautions to be taken while 
updating/  upgrading the software like legal, 
not a spam etc. 
 

3. Check out some of the applications available 
online 

 
4. Upgrade some software through CDs. 
 
5. Perform procedures for updating / upgrading 

software manually and where necessary 
automatic update. 

 

 
 
 
Total Time: 
9 hrs. 
 
Theory:  
1 hr. 
 
Practical:  
8 hrs. 

¶ Computer 
system 

¶ CD ROM 

¶ /5Ωǎ 

¶ Internet 
Facilities 

¶ Instructional 
Manual 

¶ Marker 

¶ White Board 

¶ Duster 

¶ Multimedia 
Projector 

¶ UPS 

Class Room 
and 
Computer 
Lab 

LU6:  
Perform un-installation 
of software 
 
 

The student will be able to: 
1. Ensure that necessary 

precautions have been 
taken before uninstalling 
any software application. 
 

2. Uninstall any of the 

1. Take necessary precautions to uninstall 
software and make sure that no system file or 
dll file is deleted or un-installed.  
 

2. Take necessary back-up of the files where 
necessary. 

 

 
 
 
Total Time: 
10 hrs.   
 
Theory:  

¶ Computer 
systems 

¶ Laptop for 
Trainer 

¶ Marker 

¶ White Board 

¶ Duster 

Computer 
Lab 
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Learning Unit Learning Outcomes Learning Elements Duration Materials Required Learning 
Place 

software applications.  
 

3. Ensure that the same 
software application is 
removed.  
 

4. Make sure that the action 
done from control panel. 
 

5. Check the impact of un-
installing on the memory 
space as well. 

 

3. See various features available in the Control 
Panel.  
 

4. Perform procedure for uninstalling application 
software as per computer instructions. 
 

1 hr.   
 
Practical: 
9 hrs. 

¶ Multimedia 
Projector 

¶ UPS 

LU7: 
Perform windows scan 

The student will be able to: 
1. Ensure that necessary 

precautions have been 
taken before performing 
window scanning. 
 

2. Perform Windows scan on 
any infected system. 
 

3. Detect the viruses available 
on the hard disk associated 
with windows software. 
 

4. Delete / quarantine all the 
viruses successfully which 

1. Demonstrate precautions to be taken to 
perform windows scan including back up of 
light, securing necessary data, key, 
compatibility etc. 
 

2. Types of viruses and spam quite common 
these days including direct virus, booting virus, 
overwrite virus, Torjan, Memory resident etc. 
 

3. Sscanning software (Antivirus systems) 
including  
AntiVir Personal, Avast! Alwil Software, AVG, 
BitDefender, ClamWin  
Kaspersky Lab, McAfee  
NOD32, ESET's NOD32  

 
 
 
Total Time: 
6 hrs. 
 
Theory:  
1 hr. 
 
Practical:  
5 hrs. 

¶ Computer 
systems 

¶ CD ROM 

¶ /5Ωǎ 

¶ USBs 

¶ Marker 

¶ White Board 

¶ Duster 

¶ Multimedia 
Projector 

¶ UPS 

Computer 
Lab 
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Learning Unit Learning Outcomes Learning Elements Duration Materials Required Learning 
Place 

are detected as a result of 
scan. 

 

Norton AntiVirus, 
Symantec etc. 

4. Demonstrate procedure for error free 
scanning of windows, without losing any 
active data file. 

 

LU8: 
Format External Mass 
Storage 

The student will be able to: 
1. Ensure that necessary 

precautions have been 
taken before formatting an 
external mass storage 
 

2. Format external mass 
storage on a PC / computer 
 

3. Make sure that after 
formatting the external 
mass storage the device is 
clean and empty when 
open. 

 

1. Apply all necessary precautions before 
formatting external mass storage e.g. back-up, 
data security, archive etc. 
 

2. External mass storage USB, CD, memory card 
etc. 
 

3. Apply various formatting options correctly like 
quick formatting, thorough formatting etc. 

Total Time: 
6 hrs.   
 
Theory:  
1 hr.   
 
Practical:  
5 hrs. 

¶ Computer 
systems 

¶ CD ROM 

¶ /5Ωǎ 

¶ USBs 

¶ Computers 
for Student 

¶ Marker 

¶ White Board 

¶ Duster 

¶ Laptop for 
Trainer 

¶ Multimedia 
Projector 

¶ UPS 

Computer 
Lab 

LU9:  
Trouble shoot basic 
software errors 
 

The student will be able to: 
1. Select the right 

troubleshooting software 
 

2. Troubleshoot problems of 
corrupted software.  

1. Troubleshoot software like window scan, 
Window optimizer, compress disk etc. 
 

2. Software errors include computer Bug, path 
/track corruption and its damages etc. 

 

 
 
Total Time: 
6 hrs.   
 
Theory:  

¶ Computer 
systems 

¶ CD ROM 

¶ /5Ωǎ 

¶ Internet 
Facility 

Computer 
Lab 
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Learning Unit Learning Outcomes Learning Elements Duration Materials Required Learning 
Place 

 
3. Remove the errors from the 

PC / computers.  

3. Apply the precautions for trouble shooting 
errors and system testing, structural testing, 
how to use windows help etc.  

 

2 hr.   
 
Practical:  
4 hrs. 

¶ Computers 
for Student 

¶ Laptop for 
Trainer 

¶ Marker 

¶ White Board 

¶ Duster 

¶ Multimedia 
Projector 

¶ UPS 

LU10: 
Troubleshoot basic 
hardware faults 

The student will be able to: 
1. Define basic hardware 

faults.  
 

2. Understand and 
Demonstrate types of 
hardware trouble shooting.  
 

3. Exercise the precautions for 
trouble shooting errors. 
 

4. Identify solution of 
hardware errors. 
 

5. Execute the hardware 
troubleshooting.  
 

6. Make sure that all kinds of 

1. The basic hardware faults can be power cable 
connection, cables of key Boards and Mouse 
and sometimes with printer or scanner etc  
 

2. Troubleshoot by checking that all ports are 
placed at proper place, printer is functioning 
properly and connected with the system, 
refresh, restart the system etc. 

 
3. Check hardware like UPS and Printer and 

scanner before using. 
 

4. Carry out maintenance for various hardware 
devices on a regular basis as per instructions 
given in respective manuals. 

 

 
 
 
Total Time:  
6 hrs.   
 
Theory:  
1 hr.   
 
Practical:  
5 hrs. 

¶ Computer 
systems 

¶ Printer 

¶ Scanner 

¶ Computers 
for Student 

¶ Laptop for 
Trainer 

¶ CD ROM 

¶ /5Ωǎ 

¶ Marker 

¶ White Board 

¶ Duster 

¶ Multimedia 
Projector 

¶ UPS 

Computer 
Lab 
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Learning Unit Learning Outcomes Learning Elements Duration Materials Required Learning 
Place 

hardware are functioning 
error free in the computer 
in his/her use. 

 
 

LU11: 
Configure basic 
internet connectivity 

The student will be able to: 
1. Configure basic internet 

connectivity of a system.  
 

2. Perform connectivity test 
successfully. 

1. Demonstrate what is internet 
 

2. List types of internet connections. 
 

3. Procedure of internet connectivity for each 
type. 
 

 
 
Total Time: 
7 hrs. 
 
Theory:  
1 hrs.   
 
Practical:  
6 hrs. 

¶ Computer 
system 

¶ CD ROM 

¶ /5Ωǎ 

¶ Modem  

¶ LAN card 

¶ Wi-Fi device 
with 
respective 
manuals 

¶ Marker 

¶ White Board 

¶ Duster 

¶ Internet 
Connectivity 

¶ Multimedia 
Projector 

¶ UPS 

Computer 
Lab 
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Module 2:  Prepare Word Documents 
This basic module aims to provide knowledge and skills on preparation of word documents. It also deals with basic interface, tools/menu management, safety 

aspects, and word processing software handling techniques. 

Duration: 200 hours Theory: 20 hours Practical: 180 hours 

 

Learning Unit Learning Outcomes Learning Elements Duration Materials 
Required 

Learning 
Place 

LU1: 
Type a Word Document 

The student will be able to: 
1. Open a new word file or use 

templates for documentation. 
 

2. Give a name and location to 
save the word file. 
 

3. Type in a MS word file with the 
help of any suitable typing 
tutor.  

 
4. Develop the typing speed at 

least 20 words per minute. 
 

5.  Open and use some typing 
tutor programmes 
 

6. Type by using systematic 
keyboard /  finger setting. 
Preferably with both hands.   

1. Type document in MS word including the 
use of shift and control keys, use of delete 
and back space keys, use of space bar key, 
use of entre, etc. with the help of standard 
key board. 
 

2. Perform typing by using some numerical 
integers by using numeric pad on the key 
board 
 

3. Use the left, right, up, down arrow keys on 
the key board. 
 

4.  Type using keyboard and mouse of 
computer etc.  
 

5. Demonstrate systematic way of typing. 
Typing lesson from any of the typing tutor 
programmes.  
 

 
 
 
Total Time:  
60 hrs.   
 
 
Theory:  
2 hrs.   
 
Practical:  
58 hrs. 
 

¶ MS Word 
Software 

¶ MS Office 
software 
installed 
Computer 
system 

¶ Typed 
document  

¶ Computer
s for 
student 

¶ Laptop for 
Trainer 

¶ Marker 

¶ White 
Board 

¶ Duster 

¶ Multimedi
a 

Computer 
Lab 
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Learning Unit Learning Outcomes Learning Elements Duration Materials 
Required 

Learning 
Place 

7. Perform some online typing 
test and to make sure that 
required typing outcome has 
been achieved through online 
evaluation. 

 

6.  At least 3 types of typing tutor 
programmes like free typing tutor, typing 
web, rapid typing etc. 
 

Projector 

¶ UPS 

LU2: 
Set-up page in a Word 
Document 

The student will be able to: 
1. Apply  page margins on the 

word document 
 

2. Set a suitable orientation  
 

3. Set the suitable size of the 
page  
 

4. Insert some columns in the 
word file where appropriate  
 

5. Set-up page in any word file 
document.   

 

1 Demonstrate the components of page set 
up through toolbar dialog box. 
 

2 Suitable orientation of the page like 
landscape of portrait etc. 
 

3 Apply page margins like Top, bottom, left 
and right etc.  
 

4 Use paper sizes like Letter, legal, executive, 
A5, A4 etc. 
 

5 Perform switching between Landscape and 
portrait layouts etc. 

 
6 Insert columns like one, two, three or left 

and right etc. 
 

 
 
 
Total Time:  
4 hrs.   
 
Theory:  
1 hr.   
 
Practical:  
3 hrs. 
 

¶ MS Word 
Software 

¶ software 
installed 
Computer 
system 

¶ Typed 
document  

¶ Computer
s for 
student 

¶ Laptop for 
Trainer 

¶ Marker 

¶ White 
Board 

¶ Duster 

¶ Multimedi
a 
Projector 

¶ UPS 

Computer 
Lab 
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Learning Unit Learning Outcomes Learning Elements Duration Materials 
Required 

Learning 
Place 

LU3: 
Edit Word Document 

The student will be able to: 
 

1. Edit a typed word document.  
 

2. Insert a new word or delete a 
word in the MS word file. 
 

3. Insert a new paragraph or 
delete a paragraph in the MS 
word file  
 

4. Add or delete a page or group 
of paras through selection 
 

5. Check the spellings in the word 
file through available 
dictionary  
 

6. Edit an MS document is as per  
given specification /  criteria / 
demand. 

 

1. Perform save as function 
 

2. Demonstrate different features of editing  
through άEditέ toolbars and dialogue box  

3. Track changes command along with 
balloon, show mark-up, accept, reject and 
comments commands etc. 

 
4. Different editing options available in the 

toolbars of the Word file like, word count, 
set language, treasure, spell check, 
reviewing pane etc. 
 
 

5. Understand the procedure and logic for 
using different features editing like insert 
delete text in the file, change name etc. 
 

 
 
 
 
Total Time:  
12 hrs.   
 
Theory:  
2 hrs.   
 
Practical:  
10 hrs. 

¶ Word 
processing 
software 
installed 
Computer 
system 

¶ Typed 
document  

¶ Computer
s for 
student 

¶ Laptop for 
Trainer 

¶ Marker 

¶ White 
Board 

¶ Duster 

¶ Multimedi
a 
Projector 

¶ UPS 

Computer 
Lab 

LU4: 
Format Word Document 

The student will be able to: 
 

1. Format text in the word file 
 

2. Format headings in the word 
file 

1. Demonstrate different features of 
formatting the word file through toolbar 
and dialog box. 
 

2. Use word file to justify, font selection, font 
size, insert, delete text and page layout etc. 

 
Total Time:  
20 hrs.   
 
Theory:  
4 hrs.   

¶ Word 
processing 
software 
installed 
Computer 
system 

Computer 
Lab 
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Learning Unit Learning Outcomes Learning Elements Duration Materials 
Required 

Learning 
Place 

 
3. Insert page numbers in the 

word file. 
 

4. Set appropriate page margins  
5. Apply some background 

texture.  
 

6. Add some colours to the text / 
headings.  
 

7. Use bold and italic commands 
where necessary. 

 
3. Different features of paragraph dialogue 

box and fonts etc like size, colour, bold, 
italic, Justify and styles etc. 

 
4. Add page numbers to the word document. 

 
5. Separate headings in the text. 

 
6. Use appropriate style of different fonts. 
 

 
Practical:  
16 hrs. 
 

¶ Typed 
document  

¶ Computer
s for 
student 

¶ Laptop for 
Trainer 

¶ Marker 

¶ White 
Board 

¶ Duster 

¶ Multimedi
a 
Projector 

¶ UPS 

LU5: 
Save Word Document 

The student will be able to: 
 

1. Assign a name to the word file. 
 

2. Save word documents at given 
location in a storage device.  
 

3. Retrieve saved files easily 
when required. 

 

1. Carry out procedure of saving a word file 
ƭƛƪŜ άŎǘǊƭ {έ ƻƴ ƪŜȅ ōƻŀǊŘ ŀƴŘ ŦƛƭŜ ƳŜƴǳ ƻƴ 
menu bar etc. 
 

2. Save a word file with different names  
 

3. Save word file at different locations. 
 

4. Define Storage device  
 

5. Memory and capacity functions. 
 

6. Differentiate between ά{ŀǾŜέ ŀƴŘ ά{ŀǾŜ ŀǎέ 

 
 
 
 
 
Total Time:  
4 hrs.   
 
Theory:  
1 hr.   
 
Practical:  
3 hrs. 

¶ Word 
processing 
software 
installed 
Computer 
system 

¶ Typed 
document  

¶ Computer
s for 
student 

¶ Laptop for 

Computer 
Lab 
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Learning Unit Learning Outcomes Learning Elements Duration Materials 
Required 

Learning 
Place 

by changing some location, name and paths 
etc. 

 Trainer 

¶ Marker 

¶ White 
Board 

¶ Duster 

¶ Multimedi
a 
Projector 

¶ UPS 

LU6: 
Insert Word Document 

The student will be able to: 
 
1. Insert a picture at a given 

location of a word document 
 

2. Insert clip art at a given 
location of a word document 
 

3. Insert shapes at a given 
location of a word document 
 

4. Insert smart Art at a given 
location of a word document  
 

5. Insert chart at a given 
location of a word document.  
 

6. Make sure that inserted 
objects are as per the layout 

1. Different types of objects (picture, clip art, 
shapes, smart Art and chart etc.) in a word 
file. 
 

2. Describe the procedure of inserting object 
(Illustrations) in a word document 

 
3. Insert commands like insert table, cover 

page, table of contents, header footer etc. 
which can be taught separately  
 

 
 
Total Time:   
10 hrs.   
 
Theory:  
1 hr.   
 
Practical:  
9 hrs. 

¶ Word 
processing 
software 
installed 
Computer 
system 

¶ Typed 
document  

¶ Marker 

¶ White 
Board 

¶ Duster 

¶ Multimedi
a 
Projector 

¶ UPS 

Computer 
Lab 
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Learning Unit Learning Outcomes Learning Elements Duration Materials 
Required 

Learning 
Place 

of supplied document.  
 

LU7: 
Import Document 

The student will be able to: 
 

1. Import some contents / 
material in a word document 
from any other file format. 
 

2. Import some material and 
contents from internet 
available online. 
 

3. Import some material from 
external memory devices. 

1. Demonstrate the procedure of importing 
various kinds of material like slide, data, 
table, text into a word document. 
 

2. Describe the online availability of material 
and process how to import contents 
materials into a document file. 

 
3. Use reference  to assign various imported 

material. 
 

 
 
 
Total Time:  
3 hrs.   
 
 
Theory:  
1 hr.   
 
Practical:  
2 hrs. 

¶ Word 
processing 
software 
installed 
Computer 
system 

¶ Typed 
document  

¶ Computer
s for 
student 

¶ Laptop for 
Trainer 

¶ Marker 

¶ White 
Board 

¶ Duster 

¶ Multimedi
a 
Projector 

¶ UPS 

Computer 
Lab 

LU8: 
Protect the Word 
Document 

The student will be able to: 
 
1. Know and demonstrate the 

procedure of protecting a 

1. Protect a word document as to limit its 
formatting for a style.  
 

2. Apply protection to a word document for 

 
 
Total Time:  
3 hrs.   

¶ Word 
processing 
software 
installed 

Computer 
Lab 
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Learning Unit Learning Outcomes Learning Elements Duration Materials 
Required 

Learning 
Place 

word document with a 
particular password 
 

2. Know about the logic of using 
a password on a word file as 
well as selection of a strong 
password. 

 

3. Perform different kinds of 
protections in a word 
document such as editing 
restrictions, read only, 
restricted users or users with 
passwords only etc. 
 

restricting its editing to a particular style 
only. 
 

3. Save a word document by assigning a 
particular password in order to restrict its 
accessibility to others. 
 

4. Open a protected word document with the 
help of a valid password at any stage of 
time.  
 

 
Theory:  
1 hr.   
 
Practical:  
2 hrs. 

Computer 
system 

¶ Typed 
document  

¶ Computer
s for 
student 

¶ Laptop for 
Trainer 

¶ Multimedi
a 
Projector 

¶ Marker 

¶ White 
Board 

¶ Duster 

¶ UPS 

LU9: 
Insert Table in a Word 
Document 

The student will be able to: 
 
1. Understand the procedure of 

inserting table in a word 
document  
 

2. Know about various uses of 
different tables. 
 

3. Exhibit different attributes of 
Insert table. 

 
1. Explain the procedure of inserting table in 

the word file. 
 

2. Explain various uses of tables in the word 
file. 

3. Use toolbar and dialogue box for insert 
table.  

 
4. Insert a table with five rows and six columns 

and headings with shaded area and bold 

 
 
 
 
Total Time:  
26 hrs.   
 
Theory:  
2 hrs.   
 
Practical:  

Word processing 
software installed 
Computer system 
Typed document  
Marker 
White Board 
Duster 
Multimedia 
Projector 
UPS 

Computer 
Lab 
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Learning Unit Learning Outcomes Learning Elements Duration Materials 
Required 

Learning 
Place 

  and all entries in a center text with some 
etc. 

 

24 hrs. 
 

LU10: 
Hyperlink Data in a 
Word Document 

The student will be able to: 
 

1. Associate data as Hyperlink at 
a given location of a word 
document. 
 

2. Access hyperlinked data when 
required. 

  

1. Perform the procedure of data  hyperlink in 
a word file on a appropriate location.  
 

2. Perform open and close the same data 
when required. 
 

3. Differentiate the use and purpose of 
inserting bookmark, cross reference and 
hyperlink in a word file. 

 

 
 
Total Time:  
3 hrs.   
 
Theory:  
1 hr.   
 
Practical:  
2 hrs. 
 

¶ Word 
processing 
software 
installed 
Computer 
system 

¶ Computer
s for 
student 

¶ Laptop for 
Trainer 

¶ Marker 

¶ White 
Board 

¶ Duster 

¶ Multimedi
a 
Projector 

¶ UPS 

Computer 
Lab 

LU11: 
Perform mail merge in a 
Word Document 

The student will be able to: 
 
1. Know about the mail merge 

function. 
 

2. Understand the purpose of 

1. Explain the purpose of mail merge. 
 

2. Exhibit mail merge function with the help of 
given/available data. 

 
3. Practice the function of mail merge to 

 
 
 
Total Time:  
27 hrs.   
 

¶ Word 
processing 
software 
installed 
Computer 

Computer 
Lab 
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Learning Unit Learning Outcomes Learning Elements Duration Materials 
Required 

Learning 
Place 

mail merge. 
 

3. Perform mail merge as per 
guidance.  

 

create same from letters in word format 
and design mail labels and address book 
etc. 

 
4. Attributes of mail merge box and 

demonstrate the same command at any 
point of time.  

Theory:  
2 hrs.   
 
Practical:  
25 hrs. 
 
 
 

system 

¶ Computer
s for 
student 

¶ Laptop for 
Trainer 

¶ Marker 

¶ White 
Board 

¶ Duster 

¶ Multimedi
a 
Projector 

¶ UPS 

LU12: 
Insert header/footer in a 
Word Document 

The student will be able to: 
 
1. Understand the attributes of 

Header and Footer in the 
word file. 
 

2. Perform the attributes of 
Header and Footer in the 
word file. 
 

3. Differentiate between header 
and footer. 
 

4. Perform the inserting date 

1. Explain the purpose of using Header and 
Footer in the word file. 

 
2. Explain the process of inserting Header and 

Footer in the word file. 
 

3. Differentiate between header and footer 
and their options available as a ready 
format in the toolbar of a Microsoft word. 

 
4. Practice the same as per given instructions. 

 
5. Demonstrate the procedure for inserting 

header and footer in a word file. 

 
 
 
 
Total Time:  
8 hrs.   
 
Theory:  
1 hr.   
 
Practical:  
7 hrs. 

¶ Word 
processing 
software 
installed 
Computer 
system 

¶ Computer
s for 
student 

¶ Laptop for 
Trainer 

¶ Marker 

¶ White 

Computer 
Lab 
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Learning Unit Learning Outcomes Learning Elements Duration Materials 
Required 

Learning 
Place 

and page numbers etc. in the 
footer 

  

 
6. Insert Date and page numbers  
 

Board 

¶ Duster 

¶ Multimedi
a 
Projector 

¶ UPS 

LU13: 
Insert Section Break in a 
Word Document 

The student will be able to: 
 
1 Understand and the purpose 

and procedure of inserting 
section break in a word 
document. 
 

2 Differentiate between section 
break and page break and 
their purpose and utility. 

 
3 Perform the different 

attributes of inserting section 
breaks in a word file. 

 
 

1. Explain the purpose of inserting section 
break in a word document. 
 

2. Explain and demonstrate the procedure of 
inserting section break in a word document. 
 

3. Identify difference between section break 
and page break and their purpose and 
utility. 

4.  Experience the different attributes of 
Breaks menu in a word file. 

 
5. Demonstrate the command.  

 
6. Insert a Section Break at a given location of 

a word document.  
   

 
 
Total Time:  
6 hrs.   
 
Theory:  
1 hr.   
 
Practical:  
5 hrs. 

¶ Word 
processing 
software 
installed 
Computer 
system 

¶ Computer
s for 
student 

¶ Laptop for 
Trainer 

¶ Marker 

¶ White 
Board 

¶ Duster 

¶ Multimedi
a 
Projector 

¶ UPS 

Computer 
Lab 

LU14: 
Set Style in a Word 

The student will be able to: 
 

1. Demonstrate the procedure of set style with 
the help of Multimedia projector. 

Total Time:  
12 hrs.   

¶ Word 
processing 

Computer 
Lab 
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Learning Unit Learning Outcomes Learning Elements Duration Materials 
Required 

Learning 
Place 

Document 1. Learn about different Styles 
available in a word file.  
 

2. Know the purpose of setting 
different styles in a word 
document and its various 
utilities. 

 
3. Set an appropriate style in a 

given document for the 
contents of document.  
 

4. Perform set styles as per the 
standard /  requirements of the 
instructor. 

  

 
2. Explain the purpose of setting styles in a 

word document and its various utilities. 
 

3. Set the same style in the given word 
document file available at PC. Also choose 
some other style options. 

 
Theory:  
2 hr.   
 
Practical:  
10 hrs. 

software 
installed 
Computer 
system 

¶ Computer
s for 
student 

¶ Laptop for 
Trainer 

¶ Marker 

¶ White 
Board 

¶ Duster 

¶ Multimedi
a 
Projector 

¶ UPS 

LU15: 
Insert Table of contents 
in a Word Document 

The student will be able to: 
 
1. Insert a table of contents in a 

given word document. 
 

2. Perform different heading 
options in the toolbars for 
inserting table of content in a 
word document.  

 
3. Perform and describe the 

1. Demonstrate and explain the process of 
inserting a table of contents in the word 
file. 
 

2. Demonstrate by using different heading 
options in the toolbars for inserting Table of 
content.  
 

3. Purpose and uses of inserting table of 
contents in a word file. 

4. Practice Various features of Table of 

 
 
 
 
 
 
Total Time:  
9 hrs.   
 
Theory:  
1 hr.   

¶ Word 
processing 
software 
installed 
Computer
s for 
student 

¶ Laptop for 
Trainer 

¶ Computer 
system 

Computer 
Lab 
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Learning Unit Learning Outcomes Learning Elements Duration Materials 
Required 

Learning 
Place 

various steps to insert table of 
content in a word file. 

 

Content menu in a word file. 
 

 
Practical:  
8 hrs. 

¶ Marker 

¶ White 
Board 

¶ Duster 

¶ Multimedi
a 
Projector 

¶ UPS 
 
 

3.3 Module 3: Prepare Spreadsheet 
 
This basic module intends to provide knowledge and skills on preparation of spreadsheets. It also deals with basic interface, tools/menu management, safety 

aspects, and spreadsheet application software handling techniques. 

Duration: 142 hours Theory: 16 hours Practical: 126 hours 

 

Learning Unit Learning Outcomes Learning Elements Duration Materials 
Required 

Learning 
Place 

LU1: 
Create Workbook 

The student will be able to: 
 

1. Define about the excel 
spreadsheet application 
software. 
 

2. Create a workbook on 
spreadsheet applications in 
the Excel software. 

1. Use electronic spreadsheet programme to store, 
organize and manipulate data. 
 

2. Explain the types and uses of excel sheets and 
other common operations that Excel can be used 
for including:  
¶ Graphing or charting data to assist users in 

identifying data trends.  
¶ Sorting and filtering data to find specific 

 
 
 
 
 
 
 
Total Time: 
10 hrs.  

¶ Spreadsh
eet  
software 
installed 
Compute
r system 

¶ Marker 

¶ White 
Board 

Computer 
Lab 
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Learning Unit Learning Outcomes Learning Elements Duration Materials 
Required 

Learning 
Place 

 
3. Demonstrate the procedure to 

create workbook using 
spreadsheet. 

 

information. 
(The information garnered in a spreadsheet can easily 
be incorporated into electronic presentations, web 
pages, or printed off in report form).  

3. Explain the process of opening a excel file and 
creating a workbook. 
 

4. Practice the same command by creating a new 
workbook with their own names on the desktop of 
their PCs. 

 
5. Excel and its uses in the different sectors like 

accounting, budgeting, statics, database, 
management of a large data etc. 

 
Theory: 
2 hrs.  
 
Practical: 
8 hrs. 

¶ Duster 

¶ Multime
dia 
Projector 

¶ UPS 

LU2: 
Insert Sheet 

The student will be able to: 
 
1. Insert sheet in the Excel file.  

 
2. Demonstrate how to insert 

Sheet in the Excel file, as per 
given instructions. 

1.  Explain the main parts of the Excel spreadsheet 
work area. 
 

2. Creating a spreadsheet in the latest versions of 
Excel.  

 
3. Procedure of entering data, creating name etc.  

 
Total Time:  
5 hrs.  
 
Theory:  
1 hr.   
 
Practical:  
4 hrs. 
 

¶ Spreadsh
eet  
software 
installed 
Compute
r system 

¶ Marker 

¶ White 
Board 

¶ Duster 

¶ Multime
dia 
Projector 

¶ UPS 

Computer 
Lab 
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Learning Unit Learning Outcomes Learning Elements Duration Materials 
Required 

Learning 
Place 

LU3: 
Apply basic 
formulae/functions 

The student will be able to: 
 
1 Perform basic formulae by 

using the options available in 
the spreadsheets of an excel 
file like sum, auto sum, 
division, multiplication or 
subtraction of one column 
with other and get the 
output in the third column 
etc. 

 
2 Differentiate between 

formula and functions 
available in the excel 
software toolbar as (╞x) and 
by using is equal symbol with 
sum and brackets different 
options available. 

 
3 Perform functions like 

Average, If, Sum, Count Max, 
Hyperlink, Date, VLookup, 
LOOKUP, Traspose etc. 

 

 
 

1. Explain and demonstrate basics of creating a 
formula / function in the spreadsheet in the 
latest versions of Excel. 
 

2. Create and use formulas, including a step by step 
example of a basic Excel formula. Such as: 

 

¶ How to enter a formula 

¶  Make it easy to change your spreadsheet 

¶  Automatic updating 

¶ Adding to formulas 

¶ Entering the Data 

¶ Add the Equal (=) Sign 

¶ Add Cell References Using Pointing 
 
 
Excel Formulas Overview 

 

 
 
 
 
 
Total Time:  
60 hrs.   
 
Theory:  
5 hrs.   
 
Practical:  
55 hr. 

¶ Spreadsh
eet  
software 
installed 
Compute
r system 

¶ Marker 

¶ White 
Board 

¶ Duster 

¶ Multime
dia 
Projector 

¶ UPS 

Computer 
Lab 

http://0.tqn.com/d/spreadsheets/1/0/o/3/-/-/apic15c.gif
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Learning Unit Learning Outcomes Learning Elements Duration Materials 
Required 

Learning 
Place 

 
Example: Since adding rows and columns of numbers 
is one of the most common operations in Excel, 
Microsoft has included a shortcut to make the job 
easier. Instructor step by step walks through how to 
use Excel's SUM functions. 
 

LU4: 
Create Charts / 
Graphs 

The student will be able to: 
 
1. Demonstrate charts/graphs 

and their use in the excel 
sheets with examples  
 

2. Create different kinds of 
charts like, charts, graphs pie 
chart, bar chart, gant chart, 
line graph, scattered chart, 
area chart etc.  
 

3. Set a default chart in the file. 
 

4. Assign a suitable name to the 
chart 
 

5. Add values and labels in the 
chart 
 

6. Convert a chart into another 

1. Draw a graph, or a chart in Microsoft Excel, a 
visual representation of worksheet data.  
 

2. Show step by step how to create the most 
commonly used charts in Excel - column chart (bar 
graph) pie chart, line graph, and even how to use 
the Sparklines - which are new to Excel 2010. 

3. A Change the display of the chart elements by 
moving them to other locations in the chart, 
resizing them, or by changing the format and also 
remove chart elements that not wanting to 
display: 

Total Time:  
30 hrs.   
 
Theory:  
2 hrs.   
 
Practical:  
28 hrs. 
 

¶ Spreadsh
eet  
software 
installed 
Compute
r system 

¶ Multime
dia 
Projector 

¶ UPS 

Computer 
Lab 
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Learning Unit Learning Outcomes Learning Elements Duration Materials 
Required 

Learning 
Place 

form  
 

7. Demonstrate the procedure 
of creating different 
charts/graphs 
 

8. Select type of chart, colour of 
chart area and   present the 
same with labels and values 
etc. 

 
9. Demonstrate editing in the 

different components of 
charts areas 

 

 
¶  The chart area of the chart. 

¶  The plot area of the chart. 

¶  The data points of the data series that are plotted 
in the chart. 

¶  The horizontal (category) and vertical (value) axis 
along which the data is plotted in the chart. 

¶  The legend of the chart. 

¶  A chart and axis title that you can use in the chart. 

¶  A data label that you can use to identify the 
details of a data point in a data series. 

 
4. Modify any one element of the created chart. . 

 
5. Modify a chart: 
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Learning Unit Learning Outcomes Learning Elements Duration Materials 
Required 

Learning 
Place 

 
¶ Change the display of chart axes  specify the 

scale of axes and adjust the interval between 
the values or categories that are displayed. 
To make chart easier to read, you can also 
add tick marks to an axis, and specify the 
interval at which they will appear. 

¶ Add titles and data labels to a chart    To 
help clarify the information that appears in 
your chart, you can add a chart title, axis 
titles, and data labels. 

¶ Add a legend or data table   show or hide a 
legend, change its location, or modify the 
legend entries. In some charts, you can also 
show a data table that displays the legend 
keys and the values that are presented in the 
chart. 

¶ Apply special options for each chart 
type    Special lines (such as high-low lines 
and trend lines), bars (such as up-down bars 
and error bars), data markers, and other 
options are available for different chart 
types. 

 

LU5: 
Filter Data 

The student will be able to: 
 
1. Demonstrate the procedure 

of filtering data by making 

1. Filter data available in one column which filtering 
can copy, find, edit, format, chart, and print the 
subset of filtered data without rearranging or 
moving it. 

 
 
 
 

¶ Spreadsh
eet  
software 
installed 

Computer 
Lab 
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Required 

Learning 
Place 

some different fields and 
preferences on the same 
sheet as well as on some 
other sheets. 
 

2. Differentiate filter and sort of 
data from different aspects. 

 
3. Perform data sorting from A-

Z and also from Z-A. 
 

4. Perform some basic functions 
on the filter and some 
advance options like skipping 
the lower values or date wise 
etc. 

 
2. Filter data by more than one column. Filters are 

additive, which means that each additional filter 
is based on the current filter and further reduces 
the subset of data.  

 

3. Use AutoFilter Create three types of filters: by a 
list values, by a format, or by criteria.   
 

4. Determine if a filter is applied, note the icon in 
the column heading:  

¶ A drop-down arrow means that filtering is 
enabled but not applied. 

¶ A Filter button means that a filter is 
applied.  

 
5. Reapply a filter to achieve different results 

appear for the following reasons: 
 

¶ Data has been added, modified, or deleted to 
the range of cells or table column. 
 

¶ The filter is a dynamic date and time filter, 
such as Today, This Week, or Year to Date. 
 

¶ Values returned by a formula have changed 
and the worksheet has been recalculated. 
 

Total Time:  
6 hrs.   
 
Theory:  
1 hrs.   
 
Practical:  
5 hrs. 

Compute
r system 

¶ Marker 

¶ White 
Board 

¶ Duster 

¶ Multime
dia 
Projector 

¶ UPS 
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Place 

LU6: 
Format Cell 

The student will be able to: 
 
1. Demonstrate the features of 

Format Cell available in the 
toolbar and the dialog box.  

2. Demonstrate the procedure 
to format different cells in 
different manners.  

 

1. Add that extra column or delete unwanted rows. 
2. Change or delete the cell 

 
3. Employ ways to edit the contents of the cell. 

 
 

4. Clear Contents of a cell. 
Select the cell and press the delete key 
 

 
 
 
Total Time:  
6 hrs.   
 
Theory:  
1 hrs.   
 
Practical:  
5 hrs. 
 

¶ Spreadsh
eet  
software 
installed 
Compute
r system 

¶ Marker 

¶ White 
Board 

¶ Duster 

¶ Multime
dia 
Projector 

¶ UPS 

Computer 
Lab 

LU7: 
Edit Worksheet 

The student will be able to: 
1. Demonstrate the procedure 

to edit worksheet with 
different requirements like 
size of cells, colours, shades 
and lines etc. 
 

2. Describe the precautions to 
be taken while editing a 

 
1. Enter  Data values In worksheet  and use  

 
¶ Edit, Clear, and Replace Cell Contents 
¶ Cut, Copy, Paste, and Move Cells 
¶ Understand Absolute and Relative Cell 

References 
¶ Insert and Delete Cells, Rows, and Columns 
¶ Use Undo and Redo 

 
 
 
 
 
 
Total Time:  
8 hrs.   
 

¶ Spreadsh
eet  
software 
installed 
Compute
r system 

¶ Marker 

¶ White 
Board 

Computer 
Lab 
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Learning 
Place 

spreadsheet worksheet also 
some basic functions like 
Wrap Text, font boarder, fill 
protection etc. 
 

3. Demonstrate the concept of 
editing worksheet.  

 

¶ Check Spelling in Learners Worksheet 
¶ Use Advanced Print Options 
¶ Basic File Management 
¶ Insert Cell Comments 
¶ shading alternate rows of data 
¶ adding currency and percent symbols 
¶ widening columns 
¶ changing data alignment 

 
2. Format a worksheet.  
 

 
 

Theory:  
1 hrs.   
 
Practical:  
7 hrs. 

¶ Duster 

¶ Multime
dia 
Projector 

¶ UPS 
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Learning 
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LU8: 
Insert Page break 

The student will be able to: 
 
1. Demonstrate the procedure 

of inserting page break in an 
excel file according to the 
given design  
 

2. demonstrate the procedure 
of inserting page break in a 
excel file according to the 
given design  

 
 

1. Print worksheet. 
 

2. , Use facility ofPage Break Preview. 

 
¶ Apply page break 

 
4. Click break on the Page Layout tab, in the Page 

Setup group.  

 
 
5. Click Insert Page Break. 
 

6. Practise with the help of cursor and key board, 
toolbar and mouse etc.  
 
¶ Insert a page break 
¶ Move a page break 
¶ Delete a page break 
¶ Reset all page breaks 
¶ Return to Normal view 
¶ Display or hide page breaks in Normal view 

 
Total Time:  
10 hrs.   
 
Theory:  
1 hr.   
 
Practical:  
9 hrs. 
 

¶ Spreadsh
eet  
software 
installed 
Compute
r system 

¶ Marker 
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¶ Duster 

¶ Multime
dia 
Projector 
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LU9: 
Split Cells 

The student will be able to: 
 
1. Able to split cells in the 

worksheet 
 

2. Able to split cells by 
demonstrating various steps 
in an excel sheet. 

 

1. Spread text in one or more cells, .Columns. 

 
 

 
2. Collapse the dialog box. 

 
3. Select the cells in your workbook where you 

want to paste your split data. , and select the 
appropriate number of cells in two adjacent 
columns. 

 
4. Expand the dialog box, and then click Finish. 

 
 
Total Time:  
6 hrs.   
 
Theory:  
1 hrs.   
 
Practical:  
5 hrs. 

¶ Spreadsh
eet  
software 
installed 
Compute
r system 

¶ Marker 

¶ White 
Board 

¶ Duster 

¶ Multime
dia 
Projector 

¶ UPS 

Computer 
Lab 


































































































