CCC ReVised Syuabus (NIELIT) Effective from: 01 Oct, 2023

Revision 4
Course on Computer Concepts

Essential Resources for CCC Success: Visit CCCWale.com Start Free Mock Test

OBJECTIVE DURATION

Designed to equip a person to use computers for 90 Hours (30 Hrs Theory + 60 Hrs Practical)
professional as well as day-to-day use and acquire
digital literacy.

ELIGIBILITY JOB ROLE
No minimum qualification is required for applying Computer Operator, Data Entry Operator, and Social
and appearing for the examination. Media Operator.
Detailed Syllabus
Chapter 1: Introduction to Computer 4 Hours

Introduction to Computers, Latest IT gadgets, and their evolution.
Basics of Hardware and Software.

Central Processing Unit (CPU), Input devices, Output devices.
Computer Memory & Storage.

Software types: System Software, Application Software, Utility Software, Open Source & Proprietary
Software.

Introduction to Mobile Apps.

Chapter 2: Introduction to Operating System 4 Hours

Basics of Operating Systems (Desktop, Laptop, and Mobile Phone/Tablets).
User Interface: Task Bar, Icons, Shortcuts, Running an Application.

0S Settings: Mouse properties, Date and Time, Display properties.
Adding/Removing Programs and Features; Printer Sharing.

File and Folder Management.

Types of File Extensions.


https://cccwale.com/
https://cpctwale.com/ccc-online-test/

Chapter 3: Word Processing 8 Hours

Word Processing Basics (MS Word / LibreOffice Writer).

Opening, Saving, and Closing Documents (Saving as PDF).

Text Creation and Manipulation: Selection, Cut, Copy, Paste, Undo, Redo.
Formatting Text: Fonts, Alignment, Paragraph Indentation, Bullets & Numbering.
Table Manipulation: Insert/Draw Table, Cell width/height, Merging/Splitting cells.
Mail Merge usage.

Shortcut Keys.

Chapter 4: Spreadsheet 9 Hours

Elements of Spreadsheet (MS Excel / LibreOffice Calc) and Cell Address.

Entering Data (Text, Number, Date) and Page Setup.

Manipulation of Cells & Sheet: Modifying content, Formatting cells, inserting/deleting rows & columns.
Sorting & Filtering Data.

Formulas & Functions: AutoSum, Sum, Count, Max, Min, Average.

Charts: Bar, Pie, and Line charts.

Chapter 5: Presentation 9 Hours

Creating Presentations (PowerPoint / LibreOffice Impress): Using Templates or Blank Slides.
Manipulating Slides: Inserting Text, Tables, ClipArt, Pictures, and Objects.

Using the Slide Master.

Presentation of Slides: Transitions and Slide Timings.

Printing Slides and Handouts.

Chapter 6: Introduction to Internet and WWW 4 Hours

Basic of Computer Networks: LAN, WAN, Network Topology.

Concept of Internet & WWW, Applications of Internet.

Website Address, URL, IP Address, ISP, and Internet Protocols.

Modes of Connecting Internet: Hotspot, Wi-Fi, Broadband, USB Tethering.
Popular Web Browsers (Chrome, Edge, Firefox) and Search Engines.

Downloading and Printing Web Pages.



Chapter 7: E-mail, Social Networking, and e-Governance 6 Hours

Using E-mails: Opening account, Inbox/0Outbox, Creating, Sending, Replying, Forwarding, Attachments.
Social Networking: Facebook, Twitter, LinkedIn, Instagram.

Instant Messaging: WhatsApp, Telegram.

Introduction to Blogs and E-commerce.

e-Governance Services: UMANG App, Digital Locker (DigiLocker).

Overview of Railway Reservation, Passport, and eHospital services.

Chapter 8: Digital Financial Tools and Applications 5 Hours

® Understanding OTP (One Time Password) and QR Code.

° UPI (Unified Payment Interface) and AEPS (Aadhaar Enabled Payment System).
° USSD, Credit/Debit Cards, eWallet, and PoS (Point of Sale).

° Internet Banking: NEFT, RTGS, IMPS.

Online Bill Payment.

Chapter 9: Overview of Cyber Security 3 Hours

Need and Goal of Cyber Security.

Securing PC and Smart Phone.

Securing Browser, Email, and Social Media Accounts.

Chapter 10: Overview of Future Skills & Al ) 3 Hours

Introduction to IoT (Internet of Things).

Big Data Analytics and Cloud Computing.

° Virtual Reality (VR) and Artificial Intelligence (Al).
Blockchain Technology and 3D Printing.
Robotics Process Automation (RPA).

Al: Types, Advantages, Disadvantages, and Future Impact.

Note: For practical purposes, the latest version of Free Open Source Ubuntu & LibreOffice may be used.
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CCC Resources | Mock Tests


https://cccwale.com/
https://cpctwale.com/ccc-online-test/




FREE NOTES SERIES — cccwale.com

CCC Exam Clear Karne Ke Baad...

Typing Test Bhi Pass Karna Hoga!

CPCT, UP, MP, Rajasthan — sabhi govt exams mein typing compulsory hai

typingwa Ie.com FREE Practice Platform

Govt exam ke liye typing speed aur accuracy dono zaroori hain — abhi se practice shuru karo

v Hindi Typing v English Typing

Mangal [ Krutidev font support Speed + accuracy tracking
~ CPCT Pattern Tests ~ UP/[MPExams

Official exam pattern State exam compatible

Practice Shuru Karo — typingwale.com —

\ J

Scan karo — Typing Practice shuru karo

Apne phone se QR scan karo aur direct practice page par pahuncho
Eer R Ya visit karo: typingwale.com

typingwale.com

Aur CCC Mock Tests ke liye — cccwale.com

cccwae.com 6,000+ Questions 280+ Tests All10 Chapters

@ All CCC Tests Hub M Ch.1— Intro to Computer Ch.2 — Operating System
B ch.3 — LibreOffice Writer [l ch.4 — LibreOffice Calc @ ch.5 — LibreOffice Impress
@ cCh.6 —Internet & WWW Ch.7 — Email & eGov B Ch.8 — Digital Finance

& ch.9 — Cyber Security & Ch.10 — Future Skills & Al True [ False Test

10Q 10 Questions Test 20Q 20 Questions Test 30Q 30 Questions Test
50Q 50 Questions Test @ 100Q Full Mock Test

FREE Notes Series by cccwale.com | Share karo — kisi ki help karo! More PDFs Coming Soon +
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AR faius &9 3 CCC ulten & el ol IHgM o oy Tah arue e fopan 8, i

st STUeh! AtherdT ATHd @ Tohd &

¢r guTt M ugfa (Our Research Methodology):

80 CCC o fuset 10 aut (2015-2025) @ 10,000 & 31fSeh Ui o Faifecfea T
(Quantitative Analysis) fohaT 81 U U @t 50 T 31fdeh cifuay 3R ga-cfuay |

GEIhdT o AT Fiffepd fohar T 8|

¢~ v s (Key Findings):

g a1 fasciwu ¥ ag We wU ¥ g gl € foh 100 # & 52 e U o fR-g4 ‘&R
ThITT URAT (Core Scoring Areas) ¥ gl 31T &1 URI&TT & dTelt TSid §-a1 elTuey ohl d1R-

IR et 8l

ST T8 MY & STYR R gH a9 fohar & ~CCC & 38+ 3ihl o1 Sel-fga= wigar

= & 1 aferent gaR Rscvor & wRa At ot gafdt 81 ag st garett fk
3ITUh! AT HHY 3R FHAl gl hied e el

. =g eifes (Main ST U i
hHih Topic) usil &1 wfaera (1004 3) THRE HeI-2 e (39 W faiy e &)
“ehegex &Y Ak gRkvme, grEdeR vs
. . igedwr, CPU (ALU, CU), A6 (RAM,
1 hedeed ~25% ~2
P 5% SuH ROM, Cache), sTqe/eTeeyqe farss, &Ret
fRamg9, seM offes Fger”
V. “3ffqRfdn f%ew & uehR, Windows/Linux
2 “'“Q'éa"a'a;f AR | se 15 st AR, T ofte wieee Aderdie, GUI, dgter
? e, 2Aéehe Hier”
“LibreOffice Writer (Formatting, Tables,
3 LibreOffice / Office ~25% 25 Tg Mail Merge), Calc (Formulas, Functions,
Applications 0 Charts), Impress (Slides, Animations),
CIRCIRCTAe
. “gexae i ulRamsm, URL, HTTP/HTTPS, a9
4 mﬂz@ﬁfﬂ?ﬂ & ~15% ~15 U SR, T SoT, 38, SIS/ TS, FI8S
@a-rq-'u
“UPI, AEPS, USSD, Internet Banking,
5 fafSes fa<fra Qard ~10% ~10 usH Mobile Banking, BHIM App, Digital
Payment gzair”
6 TR IR SR | o ~10 wst IR, AT, MR, Srrdicr, Geaes,
ERICEL] UTHaE GReETT, -9 AT, SR darg”
% (Total) 100% 100 aH
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¢ BHRI dICl:

(1=

'3 fohdTa # 3MUeht &hig Y thiel 2a1_t a1 B4 2iften gl e forgent udien #
3T AT <19 Igd hH gl 83 2se, g 2ifleh, 3R g ferrsT fth Ueh 8t 1&g & forg
fasirga fohar mar @ - Smueh! ugett IR & T | 60+ 3ich ="

g9 fohdTar AT QRT WhraeT vt

gg fOth uen fohare 781, afces wen gedfaea affn e 81

< YR G ®IUET I8 & {1y, gAR 3-aR0fia Aige t 1=y
H%heTdT ohl 3-TR9AT AT=e: Read -> Scan -> Test

Step 1: U¢ (Read)

o R 2IfUeh ol &< T U | _ .
o hid hI-AEH &l gAA AT Hinglish | BI¢ UTEcd + IS8T & 1Y
qHST |

Step 2: Th @ (Scan)

o g aifUeh & 3 & 3Mueh! "3 Ufery " ™= T Teh QR Rl A
o I WASA HHR T Tl e

Step 3: 3% < (Test)

* Th Hd gl 31U §ARI dedTSC CCCwale.com TR UgHl|
o TG A YR TRI&T Tl UR TR fererst gt ahel

39 {ich ol ST T 8?2

g Ikl Passive Learning (Fth gHT) @t Active Learning (UgT + gid
dfRT) & seeT 21 8l

o UgH o 9% id et ot § s f&amT # s Sirarn gl

e 3! gid UdT IeidT & foh SITTch! daTsl el 8l

o ITHTY dsit F FdT 8|
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CCC A& kT e 1R arfanT AT

e At & forg, uter it Ixear gugEr SRt gl

T (Section) fda=oT (Description) | & 3id Tl T T Arert
FHeR dRe,

WA 1: MCQ sﬁaﬁz < L%;fo'cgeé 100 | 90 fie 50 3ich
ST

(Y] ure 8 & o S 3iek: 50,100

< gt hadl hEge dffed + LibreOffice ¥ gt @ 55-65 U MTd 8, [ad

Tt WhiR Tt O g1fe fohar ST GendT 8

(CCC uter # el 100 MCQ 81 8, 90 fA-1e a1 Twar faerdr € &R urd 8= & fag

P Y B 50% 3ich ST gid &)

HR ey 3R AT TATRAH: ~35-40 U (&I TRIIT))
LibreOffice / 31ifthy TftetheT (Writer, Calc, Impress): ~20-25 U
gc¥Ae, 3-0d ok f3fSieat Qard: ~15-20 U
fefSieet trgfrae ged, arger RatiRE 8k 5 demtaistt: ~10-15 UH
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I
g 1A Sucht fSfSteer am &t e s $1Tst & T H Hheger i dae |
Uch &het e, Sfech Tah 3MTehdT &1 38 Ych gl ohl dvg U | 31TsT Computer :
HRGAT I gl St & FoiaT1 Ue1-feRamT| ag s1eam sueht f3fSieet am & |

[T3ATd &1 3 "k A i g THSH, STa1 31T U Tgel! A I St vt |

------‘

37T kT 36T (Objectives):

3 37T i UgH oh d1E 31U e & JHaTS! geahl (Components), 38
sfag, gTeaaR 3R ATRAW & &9 3iar, iR fAf9=7 IT Asicy & IR 7 AR
Y HST UTGH | Tg 3MTUch! fSISIceT AIETRAT ehl AT ehl Ugell 3R FeaId Hgaqul
heH gl
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— HRCI AT 8?2 (WHAT IS A

COMPUTER?)

FER AeE I I @Afe AT & ‘Computare’ 27 9 g8 8, fdent a1ef g ‘o
AT | 3T heR fAth Geh chelgpeier 81, dfceh BHRT Sita-iSiel! T sif9= fgear g

+ Real-life Example

U a1fiT i ot QR oy 1 us Sed & (Input), 39 3% 4t &
(Process), 3R 31TUehl U1 hus fAed 8 (Output)| IR A foegper U1 €1 A
T gl

What is a Computer?

A Computer is an Electronic Machine that processes

Data to produce Information.

[_Key Functlons J

Takes Data (e.g.. Text, Images) Follows Instructions Gives Information
(Program) (Results)

& Ll it
E | sm-;J

| Central Processing Unit (CPU) J

Arithmetic & Logic Unit Manages & Dirccts Operations Fast Memory Store
Performs Calculations Manages& Directs Operations

I Evotutlonof(:omputers |

i tQ u
| e B D

15t Gen 2rd Gen 39 Gen  4™MGen = Microprocessors Modern Era
Wacuum Tubes Transistors Imesﬂlw Circuits {Icy Al & Robotics
Fast Accurate . Versatile Diligent
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TR Tah Electronic Device § S IR & 3T (Input) oaT §, I8 g My Fdert &
YR U (Process) edT & 3R GRUmA (Result/Output) &Erdr g1 ag 31 &t
gy oh flg @R (Store) ff R GardT 8

heger ol g fastaamy

CCC UetT # SRR thigex hY emarsil T S8 JaTet 31d & 313, 38 9Hsd &
Tfd (Speed): SR A & AR TAT Aot Tfd & MUY L GehdT &1 FHh!
€fts &t MIPS (Millions of Instructions Per Second) H HTUT SITdT g

- TR (Accuracy): gl 39 3R Ader e IR Sheger gA21T 100% T8l
ufore &a 8|

i (Diligence): Hhex foAT 2k, foT ¥, Teh &1 T ol TR-TR e ThdT &

JgqE! ufaHT (Versatility): Geh g1 THI H S1cTT-37eT ShIH R Hehdl & (T
T GAAT + FTSAHE ST AT + ST I BR_AAS) |

- YSIRUT &HdT (Storage Capacity): hex Sgd SIst AT H ST S10-T AARY |
WR $R JohdT g, S vfasg & st oft sed@rer fevar S aepar 8l

M Core Concept: IPO Hrsfhet fd=aR & (IPO Cycle in
Detail)

ShTR h hTH e T O aXtehT IPO (Input —> Process — Output) ATsfohd R
TR g
= 1. 37YE (Input): HTIER e HeaT AT T

« 3T (Data): e 3R TGS T (raw facts)|
I "IN, 95", Tfora”|

o {327 (Instruction): &ATS ST I4TdT & foh ST o 1Y AT AT B
S&: "3 Al vl Tah a0t A SISt SR U5 A’ &l

' gqe fEargy: helE, ATH, ThiR, AISchIthiA|
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¥ 2. W8H (Process): CPU - chigex ol Hiash
CPU (Central Processing Unit) @t Shigx ol AfEISeh gl SITdT 8|

A) ALU (Arithmetic Logic Unit): ]

o gt Mfordi MUY (S, werd, o, ¥

* Gilfolehel STIRM (eI Si¥ A > B) — True IT Falsel
. (ATe: 39 IR gare 2021 § 31T U7l)

B) CU (Control Unit): §

* CPU I ‘8o’ AT '¢fthas gferer|

o fCeT @t T (fetch) SR Ta! & ot et w1
* 39¢, AART 3R 3M3eYe & &g dTeardd |

= 3. 3T3eYe (Output): FAR AT
| 327 vs g
* 32T = IMHST I (5000, 10, 500)|

o g1 = WiSd uRumA (“Hea9+T: 5000, TS &3: 10%”)|

3T3IYC S UhR:
« Soft Copy: ThiF/adie TR (3ruTh) |

* Hard Copy: fii gtepr (Tmdh)|

gy fEarsT: AifaeR, fiier, Tiex, Uisiaex|
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/ Topic Summary Box

YR Yeh UIITHICT Sctagii-ieh A 8

Tg IPOS (Input-Process-Output-Storage) Rigid TR sl & g

gqch! 73] faRiwdd: 7fd (Speed), @étarar (Accuracy), 3R aT1g 3@ T &HdT
(Storage) &l

’-------\
L n N N B N N N N §N B § N § I

'
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L1 1.2 - ®gee ot fadhrd T Uifed!
(EVOLUTION & GENERATIONS OF
COMPUTERS)

First Generation Second Generation Third Generation  Fourth Generation = Future Generation
« 1940-1956 + 1956-1963 + 1964-1971 + 1971-Present + Present and Beyond
+ Vacuum Tubes + Transistors + Integrated Circuits ~ « Microprocessors « Artificial Intelligence

9 avg 99 §ex ¥ fenfaa glerr siret ot g9 (€ 5 2) 911 8, 341 g SR

S # T TAERI ([ ) Tk 1 T8 HR SHtarstt A gy shifdenrt scaral i gt
gl

@ CCC uterm d 39 21Uk T 2-3 UH o9 99 8id 8, 3R o Hg-ie gz didt i
& eHcirsil a1 Ik IS8R0 & UL SId 8

@ Core Concepts: urd Hifeal er Iwe

318V, & Wi ol faeaR & gqerd €

| ugett bl : dergm =ged 1 &R (1940-1956)

g LR ol "SITATER " % UT| 39 Ut oh ehigex ShR H aIgd a8 §1d &,
SRR Yeh TR AR h SRR

PAGE 10
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Th dadT Sd 3ild chdS b 3HThIe & ENIAC e bl fad

o 1 g&g TSt (Key Technology): dagH &J&H (Vacuum Tubes)
o deRIH S hid & dcdl ! dE BId & ST forstelt & fAvet &bl dhglel ahed & 3 Sga
ISIeh, I8 3fiR AT (unreliable) g |

e |,| fastward (Characteristics):

o . 3MhR: Igd fasmet (very large)l
& THT: BRI ARIH ST o HRUT T Igd ITaT TH deT d o, 39fig g8 &1
TG & f 93-92 AC Fi FT=a T o)
) TT: & Shaer JRAHT 9T (Machine Language) (Os and 1s) @ 98sld &, 59
TR GUTTRIT ehT Sgd HiLehel o]

farsTett &t @ud: & sgd st fersielt @rd 9|
o I IEIET: ENIAC 3R UNIVAC 39 Uil & Uflig shgex |

o

(0]

o
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| =eft i€} (Fourth Generation): ATSshITIGER R udaa
R (1971-Present)

3iTejfsics CPU JATsehIgIEEe

o 1 g¥g iarsht (Key Technology): ATSERITIGR (VLSI)
o Ych 37chelt fAT UR ORI Central Processing Unit (CPU) 31T 7|
o ;] faward (Characteristics):
o ™ yHTd s (PC): &I UG # PC &1 ST+ gl
o * GUI: UTfthehel ToiR St o faenTd garm|
€ Acafdm: Sexe fi gvad g3l
o 1 3arexur: Apple II, IBM PC, 3R 311<T & g+t 8%heiy 3R oueiy]|

O
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| giwrelf fi€Y (Fifth Generation): enféfhfae sefasia ar
g (Present and Beyond)

g gaA 3R Wiasg &l It g1 39T @1eg Tt AfA ST & i 39T <hl a¥g 9 iR

o I A TSt (Key Technology): SiTféfthiRraet gefersia (Al) 3R ULSI
o Al, 7efi AT SR AgRe dvast MR W SR e S g 8l

e || fIIYATT (Characteristics):
o (%) g Fi emdr: T fearsy Te 4 WA & gem
o S aigg RapfsM: 3arst &t gga-T (S Siri, Google Assistant)|
o [5] Reret UIAfET: Ueh 1Y ahs Il bl TIAY he bl &1
o I IaTeur: A, TEHhIY, Yoth-ZTafaT R & |
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. @ fru (Smart Tip):

CCC usten & ugett =1 difeat &t Eaiation e SaTeT g8l SITdl g I8 o I1g
LCH

VEITE]ITEIM

(Vacuum Tube -] Transistor -] Integrated Circuit -] Microprocessor)

g h¥ TTS TG T 39k 1-2 3ich Uk gl ehd &! ['4

'-------\
--------'

31 Ufere¥ & (Practice Now):

g9 CifUeh i STUKT dIRY T 81 715 g 31 37T Alciol ohl 3% oheA & forg, A fiy
T QR IS Tl ThT e 3R cccwale.com R fasT & 4

Click Here C@
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6.0 Impress vs PowerPoint Comparison

Impress vs MS PowerPoint

L Topic Introduction

3751 & Fefieet g o, o oy {1 gexAe & eh i1 &l shiet T e Tend 872
feecpet gl AT ¥R & ARl-hRisl hegel ohl ag faie SiTel it g6 Ueh-
TR @ Siiedl 8§, ‘ST Thgelldl &1 T8 G137 el Ueh Teltalel HETATR &
T8l ST Yehs! H I YHER UR Ugd STl 8l

¢ Real-life Example

heuT SISy foh TUEhT ShgeR Yeh BR § 3R ST I R deh Ugd- dredl
S| S8 Geoh SHeTT-31eTT UG i Sitsd! &, 49 &) geae gFar R &
cach ol STISdT ¢ difch 3TT YT T STTEH-UGH ahe ah|

@ 39 AT & T I£24:

o TR Acdch & giHaTe! flgidl (Basics) et THEHT

e LAN, MAN 3R WAN SI& dcadh oh UehRI & 3icdR ATl

o SIAC hi HRAYUMAT TR WWW (World Wide Web) & g @t ST

o Heafchl oh folT 3TTaTe gTSdIR (Components) thl T eheT|
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