(Training Guideline Under CCTNS Project)
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RN Motae & 3faddd ulderr AR

ARNETATE uroige (Crime and Criminal Tracking Network & Systems) T8 #ITeld, IR
IRER P "ecarapiell ol & [ National E-Governance plan (NeGP) # Mission Mode Project
& w9 4 afaferd fegr mar 8 | RIETa dioiee BT SE i &1 Brayvell § qEd 98 B
for Rwga vd uaiga Rven efid a1 2, g9 Siavd gfom o woR 9 gfeld Jearey ®R
TP AERD BEUIR /AUYSIIR /-edd 1 far f5ar S 21 Uioiee @ sicvia Uavilemvdl =
faeell BRT Ue¥ gfer & ford divedar CAS ( Core Application Software ) f&Rya fawar o &1 &
S Wew Yo &1 AaTHATIER BT | CAS & H1eg¥ 1 Uaw i B qHR BRIde] / SR
T Wy & FRYAGd foar I 7 |

B WHN B Igd ARNATATE AT & ol [BUFagd 2g Ya¥ Yo & HA
HYHTRAT / HH=RIT BT HFgex &1 giare) ulkemr fear I it smawae & | Saa gl ura
& o W) glerd &1 CAS daelt uferor urad & Ud 99 WR B dRq W 9EH 8 T |
fh Yo Yfer P HH BRIATE] /FIAUNA B HRSgd AT O & 3 59 8g Yo
FHaRAl B Capacity Building 31 smawas 2 |

1. gadieied — Mashya Pradesh Computerization of Police Society ( MPCOPS) w7 gaer
ARIES] RLIA AR 1973 & dd b Woes der 81 MPCOPS #==0 y<9r
AT gioiae & fearaga &g State Designated Agency @ w0 # &1 &l | #e g #
ARG dioiae fBareaae &1 S ARy gadiers /gferd AelfR1ed A03M0310R] & YRIqH iy
fRi=or 7 g |

2. 9 gg €emee (Training Infrastructor)— ¥RISICATH A1GHT & SfRfd Ue9 & F#%
gferd IfSp1Ngl / wH=TRIl B Hrgex &1 giardl ufterr yam 5 O g Ued & 9ok forell
H HFYCY YRV dval d) WY1 B T8 B | wﬁmﬁﬁ1ﬂﬁm1omm%ﬁ
T 2| ge AARE yew B |1 5 gferd ufneror wrermell wwen g=ed, Jar, SAREn fPRT vl
$RR, SMY3HT AR, TRIRETY 3R, MRYUICRT =R, 6 df a1fg+l JaaqR Ud AaRa AraTer
Hfl g H 2 AR U 22 YR & AF W Hrex URETT S i By 8| 39 9l e
UiierT Bl gd yierr el § yerfia rged # Application Software S Licensed MS
Office ufRreror g = af~a UfReor Toidl gRT dre fohar Sira |

3. uRmErr goidl (Training Agency )—  SWRIad URET @wal § &Rex & g gfem
U N B TAIETd (Hed YRl GRIERISOe 3% Yo WIRATEC]) NI03030=gRl gIRT UfRieror
QoI BT =TI BR forar A1 & | g UM Uoidl uey & 9Eva gfor HHaiRal /ffeRal @l
AroTag w9 I 2 a6 H Hege” uRifd sl | e € wew & Wl Rrar uikerer el ud gideror
AT H AfRreror ToiRdl gferd ofHal &7 degey ufierr &1 w1l Y Bl |

4. IR Hger gRwer & e (Plan for Basic Computer Training) :- y<e gferd &
HHATRAT P HFex TR &g FgaR 3 Category # fosrfora far mar & —

Category-1 RS A T RED &R T

Category-II dglo Su s 9 Mlds wWr a% vd e gfera orflers, ¥o 9u gfers
HEIfRIEd Ud S gferd HelNiere S1alad % Bl Ja%d Wb

Category-11I U gfery aiefler Ud afdo g sreflers Wk 0

ARAEIATE Yiolge @ Sfchrd gford eHaiRadl @& drgex & gieigral Ui 8g ovieiNe)
T2 foeell g1 5 UREm Argye e 5 T 2 e IR R QY e & $HERal gg 3
ufdteror Argyge &Her Training Module- 1, Training Module- I & Training Module- 11T dar
f&d T ? ST Annexure-AB & C R 2| g1 O URiEw A1egd & MR W & Ui goid
ERT WY Yo & HHaRdl & FTgaR HFeex &1 giardl uierer yae fdhar sam —
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gad sfavia Yford @il @ ufteor Training Module- T &
HER IR fagr e |

g Siia  gfer  Fwarial /f¥eiRal w1 ufRer  Training
Module- I & 3R W= f&a1 S |

39 ofeid gferd @Al @i uftieror Training Module- 11
@ YR W far S |

i- Category-I

ii- Category-II

iii-  Category-III

5. uRRreor 2g forell &1 @wffaxer — yew & el &1 o=l @ ¥= @ e W) Group- AB & C
# @ffga fear @ 21 &1 el § T SRl arfedr AR SHarRal @ ufkeror smfra 5y

ST
Group A Districts Table -1
S No | District No of Sanctioned Batch | No of No Total Projected
PS Strength of size Batches to | Batches personnel | time to
Police personnel be run Per Month | to be achieve
(For Category 1 simultaneo trained per | Target (In
& 1) usly Month Months)
1 Bhopal 37 3636 25 2 6 150 24.2
2 Indore 39 3494 25 2 6 150 23
] Gwalior 35 2291 20 2 6 120 19.1
4 Jabalpur 30 2444 20 z 6 120 20.4
§ Sagar 32 1659 20 2 6 120 13.8
6 Ujjain 27 1660 20 2 6 120 13.8
7 Chhatarpur 34 1290 20 1 3 60 ich:
8 Shivpuri 29 1097 20 1 3 60 18.3
9 Bhind 26 1245 20 1 3 60 20.8
10 | Morena 23 1115 20 1 3 60 18.6
11 | Rewa 27 1182 20 1 3 60 19.7
12 [ SRP 8 829 20 1 3 60 13.8
Bhopal
135" |FERP 7 692 20 1 3 60 11.5
Indore
14 | SRP 8 630 20 1 3 60 10.5
Jabalpur
Group B Districts Table -2
S No | District No of Sanctioned Batch | No of No Total Projected
PS Strength of size Batches to | Batches personnel time to
Police personnel be run Per Month | to be achieve
(For Category | simultaneou trained per | Target (In
&1 sly Month Months)*
1 Rajgarh 18 818 20 1 3 60 13.6
7 Vidisha 20 876 20 1 3 60 14.6
3 Betul 17 650 10 1 3 30 21.6
4 Raisen 20 733 20 1 3 60 122
5 Seopur 17 480 10 1 3 30 16.0
6 Datia 22 716 10 1 3 30 23.8
7 Seoni 16 567 10 1 3 30 18.9
8 . | Chhindwad 23 917 20 1 3 60 15:3
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a
9 Damoh 19 817 20 1 3 60 13.6
10 | Tikamgarh 19 848 20 1 3 60 14.1
11 | Dhar 21 931 20 I 3 60 15.5
12 Khargone 17 1023 20 1 3 60 17.1
13 Dewas LY 787 20 1 3 60 13.1
14 | Ratlam 20 1072 20 1 3 60 17.9
15 Shajapur 17 786 20 1 3 60 13.1
16 | Satna 22 824 20 | 3 60 13.7
17 | Balaghat 21 1240 20 1 3 60 20.7
18 | Sehore 14 740 20 1 3 60 12.3
19 Sloshangaba 15 818 20 1 3 60 13.6
20 | Guna 15 1149 20 | 3 60 19.2
21 Katni 13 555 10 1 3 30 18.5
22 | Panna ¥ 683 10 1 3 30 227
23 | Khandwa 14 1085 20 1 3 60 18.1
24 | Badwani 14 509 10 1 3 3 16.9
25 | Mandsour 15 746 20 1 %) 60 12.4

Group C Districts Table -3
S No | District No of Sanctioned Batch No of No Total Projected
PS Strength of size Batches to | Batches personnel time to
Police personnel be run Per Month | to be achieve
(For Category I simultane trained per | Target (In
& 1) ously Month Months)
1 Harda 7 245 10 ] 3 30 8.2
2 Ashoknag 10 117 10 1 3 30 3.9
ar
3 Narsinghp 12 575 10 1 3 30 152
ur
4 Jhabua 10 671 10 1 3 30 224
o] Burhanpur 9 188 10 1 3 30 6.3
6 Neemuch 10 510 10 1 3 30 17.0
7 Sidhi 9 475 10 1 3 30 15.8
8 Shahdol 9 903 20 | 3 60 15.1
9 Anuppur 10 119 10 1 3 3, 4.0
10 Umariya i 262 10 1 3 30 8.7
11 | Mandla 10 649 10 1 3 30 21.6
12 | Dindori 11 317 10 1 3 30 10.6
13 | Alirajpur 1z 389 10 1 3 30 13.0
14 | Singroli 9 359 10 l 3 30 12.0




6. ufderor ¥ (Place of Training) :-

o Category-1 & uReronfal &1 rar ul¥erer o1 a1 e 9 Rerd uf¥ieror W= w8
yfveror fear e |

e Category-II & wfreronfil &1 gflero fyer wiemr o), V& ge@rery & foren ufieror
Pe a1 UREToT SRl IR ST AT S W |

o Category-1Il & uRerniial o1 gfefe & qeared & fSen ufveor o= ar gfdeor
AT 9R AT fBar S | |

THIRYl g_R & UF Yl 9 &1 Ul ol 96 g=R g Mua e drer
Ui e gl saiR Rerd UiRierT W SY JIRUUIEITH!, GaREITd a1 YIEINE H, THeiRyy
qiarer & A gford g &1 ufier Rrenm 9 Wiotd g w@fid fen dRgex Uil $w sferar
NEHRATE UF THARD TeeqR & T yford g1 ufder Riem 99 SeeqR g venfud frer

gfiero @ 1@l 6 41 aifeel FEeYR TR AT 8 | A UHeIRY) & A gferd S
& yieror 2q UlErr okl yord 9§ Sredd] &l Favell Wl dR GHdl © |

Gf¥1eTor Uoidl gRT It 12 U9 3 IR GHg—dr 4 uf¥ieror s qof & gg ot Rl
ﬁwﬁa%mﬂwﬁw10@%@@@#@%@%@@9&[@@
ERT MMATIEHATAR JIF ¥ ERIR & Favefl Nl W & WR W T ) uivreror amaford fd
w—am@ﬁﬂﬁw1oﬁ©ﬁ€gﬁ{ﬁ%m@ﬁﬁ%%ﬁ@ﬁwﬁa%ﬁ$gﬁm
HHGT BT HRGSY TR AT AT SIraeT |

Tfreror goidl et # uf¥ieor e A 7g YU A & B @ uR% 5 ¥ yle 99 3g B

A &4 3 dedicated resource persons @ fgfdd @il g7 A 1 Resource person ¥
GRS & U H ST S S99 AY 2 T URES B Gedd b w9 H B |

e yeR gu C & Jd Rorel ¥ yds 99 89 @9 9 &A 2 Dedicated Resource

Persons @1 Fgfdd &wil| g9 ¥ 1 Resource person & URE® & w4 § &1 &9 wafd
N G YRETd & AehD D WY d DR S |

gfreror Toll g1 Tl uiRievr ssl 3 gaa &3 19 Resource Person &1 8o § 4d
Hefa ¥or IU gferd #eiRieres @ WHel SfUd HRUI Ug BRAT 8RN Ud gl W BN WX OB

a9 graar @ Resource Person gRT 98T ST AT |

e uf¥reor @1 vd gl weoEl # Mgad Y O arel Resource Person @7
Educational Qualification F=rgar gmm —

B0 Resource Educational Experience
Qualification
1 R Yiers MCA or equivalent. | More than 3 years of experience in IT
(Lead trainer) Training
2 AEIH YiRIEd PGDCA/BCA or | More than 1 year experience in IT
(Assistant trainer ) | equivalent Training

wew @ 10 Yo ufderor wveyHl # orifora uidern &g ufkieror oikfl g’ 99 3G $H o
%+ 4 Dedicated Resource Persons @' fgfad &wift| g9 9 1 Resource Person Hw& uf¥ierd
& w4 S HT FEfS AY 3 = UREd & GEhE & w9 A B B |



e 5
bR HQUl uiREvr, odier gur Uk @ Ghodad dEu| Bl e g
ﬁ%ﬁﬁﬁlﬂ%wﬁﬁﬁmgﬁmwﬁmﬁmwﬁﬂwﬁfﬁéﬁmw
yRie®d ) vd Ufdcdra gomd & SR g ylerd @ HEradr BN |

7. uf¥eror @1 3@ (Duration of Training ) -— Category-1 & II &q gl dwxgex gfieror 7
S feaw (49 =) &1 8rm gur Category-111 &g gFardl Fvegex uf¥emr 3 &R fagw (20 &) &1
BT | U8 URE Wid: 9:30 991 ¥ 530 dol Od (ool HRex UM deal/Ufiern ARl W
AT BRI | I WR W OIRRefdl 99 — fasrell anfe @1 Sueerdr sgaR fTe gferw
Sefleres & HIegH ¥ 9HY B uRafid fFar a1 g |

8. URmrr ugfd (Training Methodology)— gfors &f#HAY &1 wrgex yfkeror &1 70 iR A0
Ufdedhel BRI Wafds 30 Ulerd 9T AR &7 811 | YA Uidieronedf & fory uflueror &g ufd gidreromedi

U HHYeY Ul BRIAT ST | UiRiem & SR 10 Sferdl ¥ ergfty e R 4Ry 91 faar
Wrﬁam@ﬁﬁ%ﬁﬁwwﬁﬁmmaﬁﬁl

9. yREy wH=gg® (Training Coordinator)— U TORI gRT IS Vo &A@ R Ud
URIEU—FHaIDs B TSR B S | A8 FeRd N @ fcll § gRE & gy 8 Scxard
BT A1 IU gfore AeIfNies 39, gaf J103103109RT Ud THfiHT=d & RUre & |

10. 99 W9 (Batch size)—uferonffal @ wwer aiferer 1,2 @ 3 # <Rfa fal & @ ol
T 99 959 IgER BnT R uRada 98 R S| e 9 @1 ufdiEer gof g W
yfRreronfial B1 SuRefd gae vd RIS et Vo 99 yferd He1i~ierd Ud UHdiaI®l Bl Uvge bl
SITaY |

11. W@ 8g MG ( Nomination) — 9 & yferd Sl & dmied & dqol e
forel gfer seflerd &) 81fT | 39 B Vo WR W yew YR wuwages 3o SU gfer HelNEd v
AR el @ gfow el 9 9y o) Ul @) FReRar 9 Y@ Ud e BiAdl &
Advanced Nominations 2q f/=eR 81 | 49aa% el & Yferd sifleid @ Aregs A &4 4 &1
2 99 &g oraeds gl¥eronffat & Sifim Al It U AR wed, gwe JifaRed 2025 g
Rerd uftreronfefar &1 sgarery ) &l drfd 6t oft 9= # yfeomefi fufRa wer & &9 7 &

12. yRevr grgd @l (Training Material) —uf¥eror goiil Ue yfdieromelf & e 150 Uol
@1 &=l ¥ urgg w9dl ( Hard Bound Book and Soft Copy in CD), Writing Pad, Pen and
Carry Bag Sudier axirfl| g8 gy arf) faoly w0 9 gferd &ffal & uf¥err gg R @
ST |

13. e ( Examination) :- Uo7 UoiRil g1 WiREv] SuRid FFge] & YR SRTeddr Ud
HIAAT B AT B URiEomiiEt @ udien T @ WY | $9 g RO gul 8 & gvErd
wieronfit @1 1 a1 qHY I 1 JIR) &g fear s | 9er Category & Module wise
quifed @1 ST Si— Category- [ @ uf¥eronfafal &1 el module-1 @R aenRa gRft | 9=
ysR Category-2 & uf¥reronfral @ gdem module-2 W wd Category- 3 @ uReoniiai &
wiem module-3 W mRa &R | TRem & Y uF # dFfoqd Ud BIC Ul b1 qHAY 8 ol &
T 1:30 B BT BRI | SRIfRT gereidr 8q Yord 9 45 e &1 @9y g S oW fe=dl v
ST @ T &7 uierer A Sra |

14. wofiaRor (Certification) :- wem # 50 U A A ofd Urd & aredl FHAING! @I
Qualified =nfya far S| St wfdreromedt so ufierd s wre &1 @) UId S G STell gRIENm
# wftwafera g9 S ol wErer oA g uREonRiEt & An @) e N9 SU gfer weitRIgd
BT Worfl | Ahe el @ Yo 99 gfer weifiere Ud voidl I g WO A WA 9 eyl
ST |

15. waE®y (Time Frame) — uf¥eror g gaf~d uf¥err voill &7 siere @™ 2 a¥ &f 81
TJoT §9 AHAEY # UORl wew @ wHw gferd Bal B gfard) drges ufRier yer a4 bl S
ool ST | Torfl & HRE @ TN FHT-EHY R QAR /HOM0 Gferd gRT 1 S |




Annexure - A
Training Module- I

primary users of computers at Police Stations and Districts

Learning Objectives:

1. To develop practical IT motivation

2. To develop introductory skills of operating a computer

3. To have basic understanding of Windows / Linux / Vista

4. To have basic working skill of MS Word, Web browser, email and Internet
5. Simple trouble shooting techniques

6. To develop positive attitude towards work

(49 Hours)
Target Group: Constables, Head Constables and lower functionaries who will be

Instructional Methodology: Classroom lectures along with hands on experience and

Assignments.

Course Contents:

Computers - An overview of computer and systems

a. Elements of Computer System, Hardware & Software

b. Block diagram of a computer, CPU, Memory, Input/ Out devices
. Mouse and Keyboard

. Using a mouse (single and double click and their functions)

. Printers, Scanners, Multi-functional Printer

UPS, Generator

g. CD, DVD, USB Drives (Flash / Pen Drives)

h. Identification of different types of cables

i. Networking devices — Switch, LAN Cable

j- Setting Up PC - Connecting each component of computer including LAN
k. Processes to follow before beginning to work and after completion of work
Computer Systems

a. Introduction to storage devices (internal and external), SAN

b. Introduction to computer memory (Bits, Bytes, KB, GB etc.)

c. Introduction to different types of computers like Servers, Desktops etc
d. Introduction to physical security of computers

MS Windows XP/ Vista / Windows 7 / Linux - Operating System
. Start, Shutdown and Restart

. Desktop, Icons, Recycle Bin, My Computer, My Documents

. Minimizing, Maximizing, Resizing and Closing Windows

d. Files and folders, directory tree, drives

e. Coping / moving files between folders and drives

f. Renaming, Deleting files and folders

g. Searching, Finding files and folders

h. Launching an application and closing an application

i. Taskbar — Setting up / changing date and time

MS Word

a. Creating a new word document

b. Opening an existing document

c. Editing and Saving a document

DO Qo

O T

d. Typing a text, deleting, inserting, finding, replacing, copying and moving text e.

f. Bold, Italics, Underline, Strike, Double Strike and Colouring text
g- Selecting Font and Font Sizes

h. Formatting page, margins, page size, portrait and landscape

i. Inserting symbols, pictures

j- Using Bullets

k. Using and manipulating tables, inserting / deleting of rows and columns
I. Sorting tables

m. Using Header and footer, Inserting Page number

n. Changing character width and line spacing

o. Printing of a document, Using print preview

p. Copy / moving text between two different documents

q. Typing More than one language in the same text

r. Shortcuts for various activities in MS Word

Justifying texts



MS Excel

. Creating a new worksheet

. Opening an existing worksheet

. Editing and Saving a worksheet

. Creating, Renaming and Deleting worksheets in & workbook

. Types of data (Numeric, text etc.)

Entering in a cell

g. Manipulation of a cell, row and column (deleting, inserting, finding, replacing,
copying and moving)

h. Justifying in a cell, Merging cells and columns

i. Addition, Subtraction and using formula

j- Selecting Font and Font Sizes

k. Using and manipulating tables, inserting / deleting of rows and columns

I. Sorting Columns

m. Using Header and footer, Inserting Page number

n. Border and Shading of cells, rows and columns

o. Formatting page, margins, page size, portrait and landscape

p. Selecting area for printing, Printing of a worksheet and workbooks, Using print
preview

g. Copy / moving text between two different worksheets and workbooks

r. Using Chart Wizard, Creation of different types of charts

s. Shortcuts for various activities in MS Excel

Application Areas

a. Introduction to Police applications currently been used

b. Introduction to other public utility applications (example web enabled railway
reservation, banking applications)

Database Management

a. Introduction to databases and tables

b. Creation and Working and manipulation with simple tables in MS Access

c. Introduction to RDBMS and its difference with MS Access

d. Introduction to data storage, archival and retrieval

e. Taking backup and restoring using different media (Tape, CD/DVD and External
Hard disks

Web browsers, email and Internet .

a Introduction to Internet

b. Searching the web

¢. Emailing

Trouble Shooting

a. Computer Related — No power, Does not start windows, Windows hanging
b. Printer related — Printer not printing, Printer get stuck, Paper gets stuck, Blurred
printing, Poor quality of printing

c. Network related — Network not working, one computer not appearing in the
network

d. Power related — UPS not working, Battery not charging

Evaluation and closing

a. Queries and discussions

b. Exam preparation.

¢. Exam.

d. Feedback

oo
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Annexure - B
Training Module- I

(49 Hours)

Target Group: ASI,SI, Inspectors and Personal Staff of SP, DIG, IG who will be primary users of
computers at Police Stations and Districts:
1. To develop practical IT motivation
2. To develop introductory skills of operating a computer
3. To have basic understanding of Windows / Linux / Vista
4. To have basic working skill of MS Word, Web browser, email and Internet
5. Simple trouble shooting techniques
6. To develop positive attitude towards work
Instructional Methodology: Classroom lectures along with hands on experience and
Assignments.

Course Contents:
Computers - An overview of computer and systems
a. Elements of Computer System, Hardware & Software
b. Block diagram of a computer, CPU, Memory, Input/ Out devices
. Mouse and Keyboard
. Using a mouse (single and double click and their functions)
. Printers, Scanners, Multi-functional Printer
UPS, Generator
g. CD, DVD, USB Drives (Flash / Pen Drives)
h. Identification of different types of cables
i. Networking devices — Switch, LAN Cable
j- Setting Up PC - Connecting each component of computer including LAN
k. Processes to follow before beginning to work and after completion of work
Computer Systems
a. Introduction to storage devices (internal and external), SAN
b. Introduction to computer memory (Bits, Bytes, KB, GB etc.)
c. Introduction to different types of computers like Servers, Desktops etc
d. Introduction to physical security of computers
MS Windows XP/ Vista / Windows 7 / Linux - Operating System
. Start, Shutdown and Restart
. Desktop, Icons, Recycle Bin, My Computer, My Documents
c. Minimizing, Maximizing, Resizing and Closing Windows
d. Files and folders, directory tree, drives
e. Coping / moving files between folders and drives
f. Renaming, Deleting files and folders
g. Searching, Finding files and folders
h. Launching an application and closing an application
i. Taskbar — Setting up / changing date and time
MS Word
. Creating a new word document
. Opening an existing document
. Editing and Saving a document
. Typing a text, deleting, inserting, finding, replacing, copying and moving text
. Justifying texts
Bold, Italics, Underline, Strike, Double Strike and Colouring text
g. Selecting Font and Font Sizes
h. Formatting page, margins, page size, portrait and landscape
i. Inserting symbols, pictures
j- Using Bullets
k. Using and manipulating tables, inserting / deleting of rows and columns
I. Sorting tables _
m. Using Header and footer, Inserting Page number (@/
n. Changing character width and line spacing S
0. Printing of a document, Using print preview '
p. Copy / moving text between two different documents { ;
q. Typing More than one language in the same text et FRAVR gl
r. Shortcuts for various activities in MS Word gm ad
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MS Excel

. Creating a new worksheet

Opening an existing worksheet

Editing and Saving a worksheet

. Creating, Renaming and Deleting worksheets in a workbook

Types of data (Numeric, text etc.)

Entering in a cell

g. Manipulation of a cell, row and column (deleting, inserting, finding, replacing,
copying and moving)

h. Justifying in a cell, Merging cells and columns

i. Addition, Subtraction and using formula

j- Selecting Font and Font Sizes

k. Using and manipulating tables, inserting / deleting of rows and columns

I. Sorting Columns

m. Using Header and footer, Inserting Page number

n. Border and Shading of cells, rows and columns

o. Formatting page, margins, page size, portrait and landscape

p. Selecting area for printing, Printing of a worksheet and workbooks, Using print
preview

q. Copy / moving text between two different worksheets and workbooks

r. Using Chart Wizard, Creation of different types of charts

s. Shortcuts for various activities in MS Excel

MS PowerPoint

a. Creating a new presentation

b. Opening an existing presentation

c¢. Editing and Saving a presentation

d. Formatting Presentation — Slide layout, Slide Design, Slide background

e. Inserting symbols, chart, tables, pictures, videos and audios

f. Inserting page number, date and time

g. Different types of views

h. Preparing for a slide show — animation schemes

i. Printing slides, handout and notes pages

Application Areas

a. Introduction to Police applications currently been used

b. Introduction to other public utility applications (example web enabled railway
reservation, banking applications)

Database Management

a. Introduction to databases and tables

b. Creation and Working and manipulation with simple tables in MS Access
c. Introduction to RDBMS and its difference with MS Access

d. Introduction to data storage, archival and retrieval

e. Taking backup and restoring using different media (Tape, CD/DVD and External
Hard disks

Web browsers, email and Internet

a. Introduction to Internet

b. Searching the web

¢. Emailing

Trouble Shooting

a. Computer Related — No power, Does not start windows, Windows hanging
b. Printer related — Printer not printing, Printer get stuck, Paper gets stuck, Blurred
printing, Poor quality of printing

c. Network related — Network not working, one computer not appearing in the
network

d. Power related — UPS not working, Battery not charging

Evaluation and closing

a. Queries and discussions

b. Exam preparation.

c. Exam.

d. Feedback. N f
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Annexure -C
Training Module- Il

Target Group: Dy SP and Addl. SP

Learning Objectives:

1. To develop introductory skills of operating a computer

2. To have basic understanding of Windows

3. To have basic working skill of MS Word, MS Excel and MS PowerPoint
4. To have basic working skill in accessing Internet and Emailing
Instructional Methodology: Classroom lectures along with hands on
Course Contents:

Computers - An overview of computer and systems

a. Elements of Computer System, Hardware & Software

b. Block diagram of a computer, CPU, Memory, Input/ Out devices
c. Mouse and Keyboard

d. Using a mouse (single and double click and their functions)

e. Printers, Scanners, Multi-functional Printer

f. UPS, Generator

g. CD, DVD, USB Drives (Fiash / Pen Drives)

h. Networking devices — Switch, LAN Cable

MS Windows XP - Operating System

. Start, Shutdown and Restart

. Desktop, Icons, Recycle Bin, My Computer, My Documents

. Minimizing, Maximizing, Resizing and Closing Windows

d. Files and folders, directory tree, drives

e. Coping / moving files between folders and drives

f. Renaming, Deleting files and folders

g. Searching, Finding files and folders

h. Launching an application and closing an application

i. Taskbar — Setting up / changing date and time

MS Word

a. Creating a new word document

b. Opening an existing document, Editing and Saving a document
c. Typing a text, deleting, inserting, finding, replacing, copying and moving text
d. Justifying texts

e. Bold, Italics, Underline, Strike, Double Strike and Colouring text
f. Selecting Font and Font Sizes

g. Formatting page, margins, page size, portrait and landscape

h. Inserting symbols, pictures

i. Using Bullet Lists

Jj- Using and manipulating tables, inserting / deleting of rows and columns
k. Sorting tables

I. Using Header and footer, Inserting Page number

m. Changing character width and line spacing

n. Printing of a document, Using print preview

o. Copy / moving text between two different documents

p- Typing More than one language in the same text

g. Shortcuts for various activities in MS Word

MS Excel

. Creating a new worksheet

. Opening an existing worksheet

. Editing and Saving a worksheet

. Creating, Renaming and Deleting worksheets in a workbook

. Types of data (Numeric, text etc.)

Entering in a cell

g. Manipulation of a cell, row and column (deleting, inserting, finding, replacing,
copying and moving)

h. Justifying in a cell, Merging cells and columns

i. Addition, Subtraction and using formula

o T o
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j- Selecting Font and Font Sizes
k. Using and manipulating tables, inserting / deleting of rows and columns
I. Sorting Columns
m. Using Header and footer, Inserting Page number
n. Border and Shading of cells, rows and columns
o. Formatting page, margins, page size, portrait and landscape
p. Selecting area for printing, Printing of a worksheet and workbooks, Using print
preview
q. Copy / moving text between two different worksheets and workbooks
r. Using Chart Wizard, Creation of different types of charts
s. Shortcuts for various activities in MS Excel
MS PowerPoint
a. Creating a new presentation
b. Opening an existing presentation
c. Editing and Saving a presentation
d. Formatting Presentation — Slide layout, Slide Design, Slide background
e. Inserting symbols, chart, tables, pictures, videos and audios
f. Inserting page number, date and time
g. Different types of views
h. Preparing for a slide show — animation schemes
i. Printing slides, handout and notes pages
Internet
a. Introduction to internet
b. Searching the web
c. Emailing
e. Justifying texts
f. Bold, Italics, Underline, Strike, Double Strike and Colouring text
g. Selecting Font and Font Sizes
h. Formatting page, margins, page size, portrait and landscape
i. Inserting symbols, pictures
j- Using Bullets
k. Using and manipulating tables, inserting / deleting of rows and columns
I, Sorting tables
m. Using Header and footer, Inserting Page number
n. Changing character width and line spacing
o. Printing of a document, Using print preview
p. Copy / moving text between two different documents
q. Typing More than one language in the same text
r. Shortcuts for various activities in MS Word
MS Excel
a. Creating a new worksheet
b. Opening an existing worksheet
c. Editing and Saving a worksheet
d. Creating, Renaming and Deleting worksheets in a workbook
e. Types of data (Numeric, text etc.)
f. Entering in a cell
g. Manipulation of a cell, row and column (deleting, inserting, finding, replacing,
copying and moving)
h. Justifying in a cell, Merging cells and columns
i. Addition, Subtraction and using formula
j- Selecting Font and Font Sizes
k. Using and manipulating tables, inserting / deleting of rows and columns
l. Sorting Columns
m. Using Header and footer, Inserting Page number
n. Border and Shading of cells, rows and columns
o. Formatting page, margins, page size, portrait and landscape
p. Selecting area for printing, Printing of a worksheet and workbooks, Using print
preview
q. Copy / moving text between two different worksheets and workbooks
r. Using Chart Wizard, Creation of different types of charts
s. Shortcuts for various activities in MS Excel

Application Areas )
a. Introduction to Police applications currently been used 48
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b. Introduction to other public utility applications (example web enabled railway
reservation, banking applications)
Database Management
a. Introduction to databases and tables
b. Creation and Working and manipulation with simple tables in MS Access
c. Introduction to RDBMS and its difference with MS Access
d. Introduction to data storage, archival and retrieval -
e. Taking backup and restoring using different media (Tape, CD/DVD and External
Hard disks
Web browsers, email and Internet
a. Introduction to Internet
b. Searching the web
c. Emailing
Trouble Shooting
a. Computer Related — No power, Does not start windows, Windows hanging
b. Printer related — Printer not printing, Printer get stuck, Paper gets stuck, Blurred
printing, Poor quality of printing
c. Network related — Network not working, one computer not appearing in the
network
d. Power related — UPS not working, Battery not charging
Evaluation and closing
a. Queries and discussions
b. Exam preparation.
c. Exam.
d. Feedback.





