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No. J1/276/2018/HEDN Higlier Education (J) Department
: : Thiruvananthapuram, Dated: 23.09.2019

From
The Principal Secretarty to Government
To | .
1.The Director, LBS Centre / IHRD / Technical Education/Collegiate
Education
g/'fﬁe Registrar of all Universities.
Sir, ‘ .
~ Sub :- Higher Education - E&ITD ~ Approval in principle of
Elementary and Supervisory level syllabus for standardised IT
courses — Government Order forwarding of — Reg.
Ref :- G.0.(Ms.) No. 10/2019/1TD dated 04.06.2019
I am to forward herewith the Govenrment Order referred above

for information and necessary action.

Yours faithfully,
Sreekala.S

Under Secretary

- For Principal Secretary to Government

Approved for issue

Section Officer
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Abstract

Eleetronics &, Information Technology Department - Elementary and
Supcrvisoxy level syllabus for standardised IT courses < In principle
approval accorded - Orders Issued

ELECTRONICS & INFORMATION TECHNOLOGY (B) DEPARTM EN‘I,.“

GO(Rt)No. 1 30/201 7/1TD dated 30.06.2017

2 “O(RtN0.296/2018/1TD dated 13.11.2018 E
’1} inL1t¢s‘of the Syllabus Committee meeting | 'L?le\.\on A
+43.02.2019 i

ORDER

As per G.O read as 1lst paper above, a Committee was constituted to
review the svllabus/ course content, fee structure, duration, evaluation ete.
of the courses, certification method and jts applicability for posting in
Government sector. The Committee was also directed to formulate basie
level computer awareness courses that may be made mandatory for future
recruttment to various Posts inv Government sector. The report submitted hv
the Committee was discussed in the meceting convened bv Chief Secretary
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the meeting recommended to constitute g Svllabus Committee for tinalising
the curriculum content. As per G.0 rcad as 2nd pPapcr, the Syllabus
Committee was constituted. The Syllabus Committec met on 23.02.2019
and decided to Srant in  principle approval to the clementary  and
Supervisory leve] syllabi.

2. Government have examined the Feccommendations of the Syllabus
Committee and are pleased to grant in principle approval to the syllabus
pPrepared (appended to this GO)for Elemcntary level and Supervisoxy leve]
courses.

(Bv order of the Governor)
VINOD. G
L JOINT SECRETARY

To: . B )
The Director, Kerala State IT Mission
Prof T, Jayaraman, Member, State Planning Bourd
The Head, State e-Governance Mission Team
General Administration Department
tgher Education Department
Personnel & Administrative Reforms Department
Information Officer (W&NM). I&PRD
Stock File

Forwarfley / v ord
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A. Elementary Computer Skills
Objective - To acquire skills required for basic computer operations

Basic knowledge for Computer operation and application forday
to day use

Working knowledge on Word Processing, Spreadsheets and
presentation packages

Use of email and internet

Malayalam / English typing skills

Computer based drafting and noting

Use of Scanner, Printer, WiFi

Familiarity with Computer networking, networking components,
cyber Security.

Course Contents

Introduction to Computer

. Familiarity with the basic components of computers and
CoOmputer terminology
* Characteristics of computer, €-govermance, multimedia etc.

Introduction to GUI Based Operating System

* GUI based Operating system
* File Management
* Elements of word Processing

Office‘ packages

* Document creation, saving, editing, insertion of tables etc
in document -

* Create, save and work on Spreadsheet Ssoftware

* Create, save and work on Presentation software

e Cell Mmanipulation, Insertion and deletion of rows, columns,
.charts, graphs, functions etc

InteF)net

searching content etc,
=
Communication and Collaboration

.* Communication and collaboration tools like Skype, Google
! docs / sheets etc

¢ Emails, messaging, use of Calendars for meeting

Application of Presentations
. Demonstration of Presentation Software [ike Power Point.
Ve

Introduction to Digital Financial Services

* Introduction to Internet based financial services and
awareness of various schemes of Govt, of India.
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Practical / Hands on sessjons

» Transcription and typing of dictated passage in English and
Malayalam

* "Drafting” / "Noting" using computer

* Installation and configuration of peripherals such as
printers, scanners, projectors etc.

>

- B. Supervisory Skills

Object/ve - To acquire skiils required for advanced computer
operations

Advanced knowledge for COmputer operation and application for
day to day use

Working knowledge on Word processing, Spreadsheets and
presentation packages

Use of email, internet, Calendar, Tasks

Familiarity with eGovernance infrastructure and Use of
eGovernance applications, Web based and mobile based
applications

Malayalam typing skills for office work

Computer based drafting and noting

Use of Scanner, Printer, Wi-Fi, check network connections,
internet speed, basic trouble shooting

Awareness on computer networks, network combonents and
Data Centre INfrastructure

cyber Security Act, IT Act

Familiarity with tools used for Projecf Management

Course contents

Introduction to Computer p

) _Familiarity with the basic components of computers and
computer terminology
- Characteristics of computer, e-governance, multimedia etc.

Introtluction to GUI Based Operating System
e GUI based operating system
* File Management

Office software packages

e Elements of Word Processing

e Document creation, saving, editing, insertion of tables etc
in document

* Create, save, and effectively work with Spreadsheets
including formulae and charts

s Cell manipulation, Insertion and deletion of rows, columns,
charts, graphs, functions etc

* Demonstrate Presentation Software like Power Point.
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4 Internet
o Introduction to Internet, WWW and Web browsers,
searching content etc.
e Cookies, caches, history etc

5 Communication and Collaboration
e Use of emails
¢ Use of Calendars and meeting management using
Calendars
« Communication and collaboration tools like Skype, Google
docs / sheets etc

6 Introduction to Digital Financial Services

« Awareness of various Digital Financial services modes (like
net bariking, mobile banking etc).

7 Awareness on Cyber Security Act and IT Act

8 Infrastructure

« Awareness on LAN, WAN Infrastructure and its
components

« Installation and configuration of peripherals such as
printers, scanners, projectors etc.

» Awareness on Installation of Software, Virus Scan

 Awareness on Date Centre, BCP, DR and its major
components

9  Pruject Manageinent touis
10 Practical / Hands-on sessions
« Drafting / Noting using computer
e Create presentations
+ Create a spreadsheet with data summarisation and chart
e Format documents




