
















W orkPlace IT 
Session Day's Topic Lesson Objectives 

Explain about computer & its basic operation. 

Define Motherboard and its function. 

Oay_l Computer & it's Hardware Identify and explain various ports & connectors. 

Explain types of storage devices. 

Explain about power unit and its function. 

Operate the new enabled latest features of windows 10. 

Oay_2 Working With Windows and mac 
Identify the layout of the desktop screen of windows 10. 

Change the application and create a folder in Windows 10. 

Define features of the new latest Mac OS and create a folder. 

Describe what Microsoft Excel is and what it is used for? 

Use basic element within a worksheet. 

Day_3 Introduction to Microsoft Excel Add and delete new worksheet in a excel workbook. 

Describe the function of name box and formula bar. 

Add and delete column and rows. 

Format text, cells and cell borders. 

Change the text alignment and wrap extra long text. 

Day_4 Microsoft Excel-Formatting Cells and using find & replace 
Merge selected cells into a single board cell with the content centered within it. 

Apply the format painter to copy formatting from one cell in a spreadsheet to another. 

Change height and width of rows and columns. 

Apply find and replace feature to find and replace a selective text. 

Oay_S Microsoft Excel Formulas and Fucntions 
Describe what Microsoft excel formula is and its advantages. 

Apply different excel formula in worksheets. 

Day_6 Getting started with Microsoft Word 
Describe the advantages of Micro Soft Word 

Start and use a Micro Soft Word processor 

Change the Text style in a document 

Oay_7 Microsoft Word - Formatting Text 
Align Text in a document 

Cut, Copy and Paste Text in a document 

Find and Replace Text in a document 

Define Internet. 

Describe Usefulness of Internet. 

Oay_S Introduction to Internet 
Define Web-Browser. 

List the most common web-browser. 

Use Web-Browser for accessing internet. 

Apply basic Search techniques over internet. 

Describe the importance of Email 

List out different websites where you can create an email account 

Create a Gmail account 

Oay_9 Email - Creating Gmail account & basic functionality of email Explain about the E-mail interface of a popular email service provider like G mail 

Compose an Email with Custom formatingMessage 

Reply to the email and Forward an Email 

Attach files or folder to Email 

Day_lO Module End Test Module End Test 

Logical Reasoning 
Session Day's Topic Lesson Objectives 

Day 1 Pre Test Logical Reasoning Pre Test Logical Reasoning 

Day_2 Introduction to Logical Reasoning Introduction to Logical Reasoning 

Day_3 Facilitator Led Session Facilitator Led Session 

Day_4 Facilitator Led Session I Facilitator Led Session 


