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Annexure |

Training of Bihar Government Employees

Course on Computer Application & Concepts “CCAC” (for Bihar Govt. Employees)
Detailed Syllabus
TOPICS Theory Practical Total
Introduction to Computers & Windows 2 4 6
Word Processing 8 12 20
Spreadsheet 6 10 16
Presentation Software 2 2 4
Communication, Internet and E-Mail 3 4 7
Advanced Tools & Techniques 4 3 7
Grand Total 25 35 60

Introduction to Computers & Windows

What is Computer, Basic Applications of Computer; Introduction to Components of
Computer System, Keyboard and Mouse, Other input/output Devices, CPU, Basics of
Computer Memory, Concepts of Hardware and Software, Applications of IECT, Connecting
Keyboard, Mouse, Monitor and Printer to CPU and checking power supply.

Basics of Windows, The User Interface, Using Mouse, Using right Button of the Mouse and
Moving Icons on the screen, Creating Short-Cuts, Use of Common Icons, Status Bar, Using
Menu and Menu-selection, Running an Application, Viewing of File, Folders and
Directories, Creating and Renaming of files and folders, Opening and closing of different
Windows, Common utilities like notepad, paint, calculator etc., using CD/DVD Writer,
Pen/USB Drive.

MS-Office (MS-Word, MS-Excel, MS-PowerPoint)

Word Processing Basics: Opening and Closing & saving documents, Text creation and
Manipulation, Formatting of text, Editing Text, Spell check, Header/Footer, Page/Section
Break, Page Setup & Printing of word document, Working with Table, Mail-Merge, Hands-
on Practice on creation of official letters, reports etc.

Basics of Spreadsheet: Manipulation of cells, Formulas and Functions, Editing of Spread
Sheet, printing of Spread Sheet, Sorting, Filters, Subtotal, Pivot Table, hands-on practice on
preparation of salary sheet, official data sheet etc.

Basics of presentation software: Creating Presentation, Preparation and Presentation of
Slides, Slide Show, Taking printouts of presentation / handouts.

Communication, Internet and E-Mail

Basic of Computer networks, LAN, WAN, Concept & Applications of Internet, connecting
to internet, Working with internet, Surfing, Browsing & Searching, Using e-governance
websites. Basics of electronic mail, Getting an email account, Sending and receiving emails,
Attachments, computer ethics & Netiquettes.

Advanced Tools & Techniques
Introduction to MS-Outlook, Mail in Outlook, Using Calendar Option, Working with
Contacts, Managing Task with Outlook. Working With MS-OneNote

Use of Unicode & Transliteration, Using & configuring Antivirus Software, Handling
situation during virus activities in system, Backup policies & recovering data, Installation of
Pinter, Camera, Modem, Scanner etc

DOEACC Regional Office Patna



S.No |District Exam Centre Contact Person Contact No

1 Araria Dynamic Computers, S.P Gate, Bus Stand Road |Uttam Kumar Singh 9709706929
Araria

2 Arwal Megasoft Computer Hub, Khaitan Market, In Binod Kumar 9934219038
front of dan, Juniour Branch

3 Aurangabad IT VISION, In Front Of A.N. Sinha Memorial Mr. Arun Kumar Pankaj 19304794457,
College, Old G.T.Road, Aurangangabad 9934909620

4 Banka Maxwell Computer Centre, ANAND COLONY, Abhishek Kumar 9934606071
NEAR KHADI BHANDAR, BANKA

5 Begusarai NDA Computer Education Centre, NDA Abinish Kumar 9431693826
Computer Education Centre,J.k.Palace2nd Floor
Kapashya Begusarai (Bihar),Pin 851117

6 Bhagalpur Maxwell Computer Centre,Above Yamaha Show |Abhishek Kumar 9934606071
Room, Ghooran Peer Baba Chowk, Bhagalpur

7 Bhojpur NICE Society Parmar Complex, South Ramna  [Manish Kumar 06182-
Road, ARRAH 655261,693087,

8 Buxar Dynamic Computers, Kalwati Complex Main Gauri Shankar Gupta 7808114918
Road

9 Darbhanga AISECT Computer Education,Das J.P. Chowk, |Kumar Prakash 6272256991,
Darbhanga 9905072570,

10 East Champaran |Akash Institute of Information Technology, Balua [Niranjan Kumar Verma 06252 240956,
Toli, Opp hero Honda, Motihari 9431053224

11 Gaya IKON Management School, In Front of Anugrah |Shabnam Khatoon 0631-2220700,
College, Katari Hill Road, Gaya 9334231300

12 Gopalganj Net-tech Computer Education Centre, Jangalie [Md. Shakil 8879503214
Kali Sthan Road Ward No.18,

13 Jamui Rastramandal Computer Saksharta Mission, By [Shailesh Kumar 9934572087
Pass Road, LIC Campus

14 Jehanabad Megasoft Computer Hub, Khaitan Market, In Binod Kumar 9934219038
front of dan, Juniour Branch

15 Kaimur Megasoft Computer Hub, In Front of Sadar Binod Kumar 9934219038
Hospital, Kachasi Road

16 Katihar Maxwell Computer Centre, KALIBARI CHOWK, [Abhishek Kumar 9934606074
BINODPUR, KATIHAR

17 Khagaria Lalit raj Computer Centre, Purnia Diesel Dilip Kumar 9835218146
Complex, MG Road

18 Kishanganj Crescent Institute of Information Technology, Rizwan Mubasshir 9431267845,
Crescent Public School, Sir, Syed Nagar, 06456-225002
Kishanganj

19 Lakhisarai RIT Academy, Near KSS College, Chitranjan Mr. Amar Tiwari 9204724131
Road, Lakhisarai

20 Madhepura Aryabhatt computer C/o Raj Infotech,Main Road, Sri Ram Kumar 9304767562,
Near Purnia Gola, Madhepura 9430976027




21 Madhubani Society for computer Education Circle, Bimal Chandra Jha 9386258515
Station Road, Near Head Post Office
Madhubani

22 Munger Yash Accadmy, Gandhi Chowk Munger Pankaj Kumar 9234915997

23 Muzaffarpur Lakshmi Priya Patilputra Vikash Sansthan, Mszid|Sanjeev Kumar 9430891363
Chowk, Bela Road, Gaushala Muzafarpur

24 Nalanda Sadar Alam Memorial Secondary School, Kaghzi |Md. Khalid Alam Bhutto  |06112-232248,
Mohalla, Bihar Shariff, Nalanda 9431350219

25 Nawada Global Career Development Organisation, Ajay Kumar Sahu 9934457209
Station Road, Nawada

26 Patna Dr. Zakir Husain Institute, Near- Hartali More, Prof. Rohit Singh 0612-3236707,
Bailey Road,Patna 2520647

27 Purnia Irnica Computers, D.M. Kothia Road, Mr. Rabindra Kumar 06454-240636,
Purnia Sah 9334160449

28 Rohtas Megasoft Computer Hub, Near Kali Asthan, GT [Abhishek Priyadarshi 7488196070
Road, Sasaram

29 Saharsa SC TECH COMPUTER CENTRE, PHOTO BHAWAN, Kanchan Choudhary 9470289399,
TIRANGA CHOWK,WARD NO-16 SAHARSA, BIHAR 8434587325

30 Samastipur RGCSM Computer Education, Gola Road, Near [Ramesh Singh 9431425162
Bahadurpur Nakka Samastipur

31 Saran AD infotech, Nagbhushan Tiwari 9576414243,
Buddha Bhawan, 7277198042
Chapra kachahari Road, Near Bihar Motor,
Chapra Dist.-Saran

32 Sheikhpura Rastramandal Computer Saksharta Mission, By [Shailesh Kumar 9934572087
Pass Road, LIC Campus

33 Sheohar ARYABHAT COMPUTERS C/o The VISION,BEHIND Mr. Sujeet Kumar 9708939049,
KIRAN CINEMA,RINGBAND,PARVATI 9308514500
COMPLEX,SITAMARHI,BIHAR

34 Sitamarhi ARYABHAT COMPUTERS C/o The VISION,BEHIND Mr. Sujeet Kumar 9708939049,
KIRAN CINEMA,RINGBAND,PARVATI 9308514500
COMPLEX,SITAMARHI,BIHAR

35 Siwan Comtech Computer CHANDRAMOHAN SINGH 06154 243083
Opposite Krishna Cinema, Prince market, Siwan

36 Supaul Siddhartha Institute of Technology, Lohiya Manoj Kumar Sharma 9430975096,
Nagar, Pipra Road, Rani Niwas, Supaul 06473223085

37 Vaishali Beedi, Cinema Road, Near S.B.I Building Mr. Sunil Kumar 9386970967
Hajipur

38 West Champaran [Uma Electronic Institute Manoj Kumar 9431428271
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Course on Computer Application & Concepts (CCAC)
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Examination Centre District Choice Similar to Photo A
Attested By Fee Details: Amount Rs.
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Examination. | have noted that my candidature can be cancelled in addition to any other action as may be deemed fit in the event of any
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decided by DOEACC Society.
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Verified that the details furnished above by Sh. / Mrs. / Ms.
Sh.
permitted to appear in the Examination.

Slo /Dlo
are true and correct according to official records and he/she is

Signature of Verifying Authorlty
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