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. ; . T Resources/ Learning outcomes/
Month Book Unit'ChapterTopic Leaming objective Arti rted pedagogy tools i Skills learnt by stud
Interactive Session 55;11.1;:-1:&\\1']1 e albde to Joiowr shout Discussion method m classroom Students will get syllabus awareness
Unit 1 - Intreduction to IT & ITeS industry Student will be able to know about IT and | Brainstormmg method to identify and | Student will be able to know about
Topic - Introduction to IT and ITeS ITeS mdustry st the vanious IT enabled serices, IT and TTeS mdustry
Unit 1 - Introduction to IT & ITeS industry Student mall be able to know about BPO Dleaciie e et ool i Student will be able to know about
Topic - BPO sences services BPO serices
m
E Unit 1 - Introduction to IT & ITeS industry Student wall be able to know about BPM Student wall be able to know about
Topic - BPM industry in India industry Diacucsion aue thiod s clas o) BPM industry
Unir 1 - Introduction to IT & ITeS industry Student will be able to know about 3 : Student will be able to identify and
APRIL Topic - Structure of the IT-BPM industry structure of IT in BPM industry Discussion method m classoom it the various IT snabled services
Unit 1 - Introduction to IT & ITeS ndustry Student will be able to know sbout 4 Bl Student will observe the
Topic - More on IT Apphcations applicanons of IT in real world Opesiidaeronsinn el A, application of IT in vanous areas
Unit 1 - Communication Skills
ic - Meamng of Conmmmication and the elements of  |Student mall be able to know about Witing Pros and cons of written, Student wall be able to know about
Topic - Meamng ting
o |the commumeaton cycle communication skills verbal md nomverbal commmnication. |commumication skalls
E‘ Topic - Method of Communication
Unit 1 - Communication Skills Student will be able to know about Practice of Wiiti Student will be able to know about
Topic - Perspectives in Conmumcation Writing Skills communication sklls i DL SEOtOes commumication skalls
s Student will be able to revise all topacs ; a Student mill be able to evaluate their
REVISION e e S Recall method'Questioning method fedge
Unit 2 - Self Management Skills - T Student mall be able to know about self Lectur thod Student will be able to know about
«  |Topic - Meamng and wnportance of Salf Management managameant skills chuire me salf management skills
E Unit 2 - Self Management Skills - 1 Student will be able to know abowt factors | L Student will be able to know about
Topic - Factors that help self confidence of self management sklls factors of self management slalls
Unit 3 - ICT Skills - I 2 :
Topic - Introduction to ICT g;ullhemulnbelbk to know about ICT 1 s ethad Isch?iult_“1ﬂbeable to know about
Topic - Pasts of Computer System
s Unit 3 - ICT Skills - I ; ;
Topic - Computer Fundamentals Stalein, will e ke oot ICT PK Testing method, Recall method Student will be ableto knaw sbout
7 3 Skills ICT Skills
<4 |Topic - Computer Operatmg Systsm
E Unit 3 - ICT Skalls - I
Topic - The Internet Student will be abie to know about intemet | Discussion method in dlassroom f’m il beiabile fo koo ok
Topic - The WWW
Unit 3 - ICT Skills - I
Topic - Introduction To Email § i Practscal in Lab- Creatz an amail Student will be able to know abous
Topic - Creating an E-roail Account Shatait vl st to loaowr sbot Eaiall 4 e G E-mail
Topic - Link Emal Address to Email Apphcation
JUNE SUMMER VACATION
Unit 2 - Data Entry & Keyboarding Skills A R Student will be able tolearn sbout
Topic - Use keyboard sud mouse for data entry Student will be able to know about data Identify the keys and its the data entry skills and able to tell the
Topic - Type: of keys on keyboard. Numenc keyvpad entry, types of kevs on keyboards evboud, De m:! mmom difference mmong vanous kevs on
Topic - Home keys, Gude keys kti.'sm the keyboard the keyboard.
A | Unit 2 - Data Entry & Keyboarding Skills Students will be able to place
JULY £ [Topic - Positioning of fingers on the keybowrd T ake students mark ADOULERESTS | Practice method in Lab fingers on correct key in four
8 | Topic - Allocation of keys to fingers on four different rovws |PLacement on keyboar different row of keyboard
Unit 2 - Data Entry & Keyboarding Skills
Topic - Pomting device —Mouse operations. i Student will be able towork m
Topic - User interface of Typing Tutor e Tncal b o RaplATYPIRE  J1esson editor with improved typing
Topic - Working with lesson editor Yona g o 2 speed
Topic - Calculatmg typing speed
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Unit 3 - Digital Documentation

Topic - Getting Started with a Word Processor
Topic - Features of Word Processers

Topic - Word processing apphcations

Student will be sble to know sbout digrtal
Documentation

Practical in Lab- Worlang with open,
close. save and format textin
decument

Student mll be able to know about
digital Documentation

Unit 3 - Digital Decumentation
Topic - Introduction to LibreOffice
Topic - Getting started with LibreOffice Writer word

Student can change document
views start a new document, open
&n exishng document, save a

processer ;o;nlue *;Ubf:t: WW:]:.‘”_'-:Y LibreOffice Practical in1 ab document. close a document.
Topic - Parts of a Writer Window o ooty
Topic - Creatmg a document m LibreOffice Writer
Topic - Saving a document in LibreOffice Writer
Unit 3 - Digital Documentation "
Ieph:-"l’esrl' ing — Undo and Redo Student can apply text editing
Topic - Moving and copymg text features such s wado and rede
Topic - Copy xnd Paste option, select, cut. copy, paste, and
Topic - Selecting text move text. They can select )
Topic - Selection enitenia To make students ware about aditmg ;mr’;?:xfﬂ;::f;‘:‘ ‘l:::u]
Topic -Selecting non-consecutie text frems features of LibreOffice Wiiter and how to  |Practscal inLab rextina t :me
Topic -Selecting a vertical block of text use them RN o Thnen -?“‘“%
Topic -Find and raplace option N P 'l:.: e
Topic -Jumping to the page mmmber la mu:_ pl;g;eﬂmt[;;ma
Topic -Non-printing characters a‘?on ofd & oo
Topic Checlang spelling and grammar g[am ul::d.'[hesamh I
Topic -Using Synonyms and Thesaurus hamme
Unit 3 - Digital Documentation
Topic -Page style dialog To make stadents #ware about formattmg :
Topic -Formatting text - Removing mamal formatting, ~ [text features of LibreO#fice Writer md | Practical inLab e MR beatio e fimat t
Common text formattme, Chanming text case, Supersenpt  |[how to use them
and Subscnpt
Unit 3 - Digital Decumentation
Topic - Introduction to Formattng paragraph
Topix - Indentmg paragraphs

. Tomake students aware about formattin
Topic- Aligning paragrapls . b features of LibgeOffice Weiter. | Practical inLab Student can use paragraph
Topic - Font colour, highlighting, and background colour mﬂ . formattmg tools by omm
Topic - Using bullets and mimbering wie fiem
Topic - Assipning colour, border and backsround to

AUGUST paragraph

Unit 3 - Digital Documentation Students will demenstrate the page
Topic - Introduction to Page formatting To male sudents aware about page formatting such as setup basic page
Topic - Settmg up basic page Layout using styles formatting features of LibreOffice Writer  |PractwcalinLab layout using styles, mserting page
Topie - Inserting page break and how to usa them break creatng header/footer and
Topic - Creatmg header footer and page numbers page numbers
il o Do a Students will able to define borders

3 - Digit T and backgrounds i their document.
PP_K - Deefining bander anﬁlﬂckgoﬁw ; To malke students aware about page Aso ﬂ':'g:h'! toinsertor format
pic - asertag images shapes, pecial haciers M3 | rmatting features of LibreOffice Witer |Practical inLab images. shapes. special characters in

and how o use them  document
Topic - Dividing page into colunns
Topic - Formatting the shape or image
Unit 3 - Digital Documentation
Topic - Creatmg table m Word Processor
Topic - Inserting row and colunm m a table
Topic - Deletme rows and columns To make students aware about creation of PractioalinLab Student wall be able to know about
Topic - Sphttmg and mermng tables table and varwous tools related to tables s b creation and formation of tablas
Topic - Deletmg a table
Topic - Copymeg a table
Topic - Moving a table
Unit 3 - Digital Documentation
Fp: ' gﬁm!ﬁ:m in Word Processor To make students learn about pnnting and Practical s Lab Student wall be able to know about
Tgn: _C Fl] g options associated with it addmg and preview ther documents
Topic - Printing all pages. single and multiple pages
Unit 3 - Digital Documentation . :
Topic - Introduction to mail mergs LDIEE:;Me ¥ sequics about the tonoept ::x:::t: Students can matl merge
Topic - Concept of data source for mail merge Eg
f:"d?l;;mnn.“.l Il‘m“““ b & NIt lmcicetry ;“:;‘c“ d“;f; n;";‘:\fﬁ;:‘;‘“““ Practical in Lab.-Working on MS Student will be able to know abeut
Doucmentation question ot pretcapeshion
SEPTEMEER TERM I EXAMINATION
Practical in Lab— Listing the types of
et R e Al i Student will be able fo know about businesses based on their activity. | Student will be able foknow sbowt
Topic - Types of Busimess based on their actvaty ey mpsivbudl ety ool it e
OCTOBER m en ther Ownershp.

Unit 4 - Entrepreneurial Skills - I VIR- Group discussion of self — Student will be able to know sbour

Topic - Development of Entrepreneurshmp
Topic - Roles and Rewards of Entreprensursinp

Student wall be able to know about roles
and rewards of entreprensurship

qualities that students feel are needed
o become successful entreprensi.

roles and rewards of
entreprensurship
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Unit 4 - Electronic S preadhseet
Topic - Create a Spreadsheet
Topic - Introduction to spreadshest apphication

Practical in Lab. Start the spreadshest,
Identafy the rows number. column

Topic - Starting a spreadsheet Student will ba able to know about mumber, cell address, Demonstrate to | Student will be able to know about
Topic - Parts of a spreadsheet electronic spreadsheet enter the text, mumneric data in a cell, |electronic spreadsheet
Topic - Rows and Colwmins, Cell and Cell Address Construct the formula using
Topic - Range of cells —column rangs, row range, row and mathematical operators
column ange
Unit 4 - Electronic S preadhseet
OCTOBER Topic - Apply formula and functions 1 spreadsheet
Topic - Dufferent types of data
Topic - Enterme data — Label, Values, Fornmla
Topic - Formula, how to enter fornmula, To make stadents learn formulas and basic o Students will apply mathemancal
Topic - Mathematical operators used m formulae, o o o do calcu Practical inLab operators and do calculations by
Topic - Sumple calculations using values and operators, onm
Topic - Formulae with cell addresses and operators,
Topic - C ly used basic fimctions in a spreadsheet —
SUM, AVERAGE, MAX, MIN. Count
Topic - Use of functions to do calculations.
Unit 4 - ELECTRONIC SPREADSHEET
3. Format datain the spreadsheet
Topic - Formatting tool
Topic - Use of dialog boxes to format values Practical i
actical in Lab - Demonstrate to use
;‘5"‘ ; ll;omumng arange ;‘eg" “":;“’”’JE;;“ Student will be able to know about creste |of dialog baxes o format valses. | Student will be able toknow about
oy - Panmatiiog a range. of ecly fo.be ycon & and format in electronic spreadsheet Copy formula by dragging the formattmg data in spreadsheet
Topic - Formatting of a cell range as scientific E b i il handle
Topic - Formatting arange of cells o display tmes e
Topic - Formatting alignment of a cell range
Topic - Speeding up data entry using the fill handle
Topic - Uses of fill handle to copy formula
NOVEMBER
Unit 4 - ELECTRONIC SPREADSHEET
Topic - Understand and apply referencing
Topic - Concept of referencing Tomake sdents aware about varous B Student wall be able to know abous
Topic - Relatrre referencing types of referencing LACT it/ s plachcal mIan referencmg
Topic - Mixed referencmg
Topic - Absolute referencing
REVISION Sriadeiit wall b el o K it ol Practscal mm I ab- Flectrome S:ud.e:t wall be able to know about
Unit 5 - Green Skills - T e VIR - Identify the problem related to 5
Topic - Introduction to Enviromment fl:i]hn wall be able fo know abowt Green | pz;nabie development i the ?;::‘fﬁlli be able to know sbout
Topic - Introduction to Ecosystem COMUIIITY.
Unit § - Green Skills - T
Topic - Types of Enviromments Student wall be able to know about Lecture mathod Student will be able to know about
Topic - Types of Ecosystems Enrtronments Ecosystem
Topic - Factors of mfluence Ecosystems
E:;Ls-.l?tr:ze;s:lxéruaﬂm ) Student will be able to know about green | Practical in Lab- Discussion about the |Student will be able to know about
Topic - Introduction to Green Skill y economy career options iu envronment sectors, |green economy
Unit § - Digital Presentation X Student will be able to know about
Topic - Understand fastures of s effactive prasentstion |10t “."ﬂ:" abde to Jmow shout Bgttal. |y acticalinLab creuting digital presstation
Topic - Create a presentation P effectively
DECEMBER
Unit & - Digital Presentation
Topic - Work with shides Student will be able to know about slhides Practical in Lab Student can add different layout
Topic - Inserting new shdes in digital presentatons slides in ther presentanon
Topic - Slide layout
Unit 5 - Digital Presentation
Topic - Copymg and movmg shdes Stud . , Student will be able to know about
Topic - Deletmg and renaming shides i dek:‘&:alg: t:emh;::sm “FY | Practical in Lab copy and delete m digital
Topic - Copymg, movmg and deleting contents of slide By presentations
Topic - View a presentation
Unit 5 - Digital Presentation )
Topic - Fommat text and apply aimations Student il be sbie to know sbout format o ?““dﬁ:’ “ml:‘bk 1 o woce 7
Topic - Create and use tables and create m digtal presentations g i f.“ animations in digi
Topic - Insart and fonmat mags m presentation b e
- Student mall be able to know about 2 - 7 Student will be able to know about
REVISION pactical question Practical in Lab- Digital Presentation practical
JANUARY |Rewvision for AE Tests. Sample Question Paper
Student will be able to know about theory |discussions m class, Self-question Students will achieve success m
o ¢ students for better Xamumatio
TE  vision e AR question m*ngb_\s or concept |e: n
MARCH ANNUAL EXAMINATION




