
Diploma in Computer Operator 

 

Paper  Code Subject Credits Marks  
     Max Min 

   Semester I    

I  1DCO1 Fundamentals of Computer 2 80 32 

II  1DCO2 Office Automation 2 80 32 

III  1DCO3  Computer Hardware and Networking 2 80 32 

IV  1DCO4 English Typing 1 100 40 

V  1DCO5 Internal  60 24 

VI  1DCO6 Practical  100 50 

   Semester II    

I  2DCO1 DTP and Basics of Internet 2 80 32 

II  2DCO2 Accounting Software Tally.ERP9 2 80 32 

III  2DCO3 Web Designing Using HTML/CSS/Java Script 2 80 32 

IV  2DCO4 Hindi Typing 1 100 40 

V  2DCO5 Internal  60 24 

VI  2DCO6 Practical  100 50 



Diploma in Computer Operator 

I Semester 

1DCO1: Fundamentals of Computer 

 

 

UNIT–I  
Introduction to Computer: History, Characteristics, capabilities and limitations, Block diagram of 
computers, Generation of computers and characteristics, Computer Hardware and Software 
introduction, Types of Computers: analog, digital (classification of digital computers), hybrid, 
general purpose and special purpose computer. Types of PC Systems-PC, XT and AT, Pentium, 
Computer systems: Micro, mini, mainframe, super. 

 

UNIT-II  
Computer Organization: Input Devices: Keyboard, Mouse, Trackball, Joystick, Light Pen, Touch 
Screen, Scanners, MICR, OMR, OCR, Bar-Code Reader, Voice Input Devices, Storage devices-
Primary and secondary storage, sequential, direct and indexed sequential, Tape storage devices, 
characteristics and limitation, tape storage and retrieval methods, direct access storage devices : 
hard disks, floppy disk, optical disks. 

 

UNIT–III 

Central processing unit: Microprocessor, control unit, registers, buses, Main memory: [RAM,  
ROM (types)], Output device: Hard copy- Printer, plotter, Soft copy-[monitors (types)]. 

 

UNIT-IV  
Computer software: Types of software-[System, Application (types)], Translator-compilers, 
assemblers, interpreters, difference between language and package. 

 

UNIT-V  
Computer languages: Types of languages [HL, ML and LL], Advantages and limitations, Types 
of programming language [machine language, assembly language, procedural language, object 
oriented language, 4GL- Advantages and limitations. 
 

 

Text Books-  
Computer today by S.K. Basandra, Galgothia publication pvt. Ltd, New 
Delhi Computer fundamentals by P.K Sinha 

 

Reference Books-O-level 
module by V.K Jain 

Credits Theory  Internals 
 

2 
Max  Min Max Min 

 

80 
 

32 20 8  

  
 



Diploma in Computer Operator 

I Semester 

1DCO2: Office Automation 

 

UNIT-I  

Linux: Features of Linux — Prons and Cons of Linux, Workspace, The Panel,Taskbar, Titlebar, 

Window Manager, Manipulating Windows: Focus, Logout, Maximize and Minimize, resize, 

move, rollup, unroll, close, move to workspace, Logout, shutting down the system, Launchers, 

date and time, file manager, creating, deleting, moving and modifying the permissions of folders, 

Trash Can, Graphic image access, Creating and managing folders.  

LibreOffice: Introduction to LibreOffice, Advantages of LibreOffice, Minimum requirements, 

Toolbars, displaying or hiding toolbars, sub-menus and tool palattes, moving toolbars, floating 

toolbars, customizing toolbars.  

 

UNIT-II 

Introduction to Writer: Introduction to writer, Features of writer, Menu bar, Rulers, Status bar, 

context menus, slide bar, Starting new documents, opening existing documents, saving 

documents, Save As command, Renaming and deleting files, using the navigator, undoing and 

redoing changes, reloading a document, closing a document, word and character count, page 

style, selecting text, cutting, copying and pasting text , find and replacing text, insert special 

characters, macros, checking spelling and grammar, using synonyms and the thesaurus, Auto 

Correct, footnote, Endnote, bookmark, hyperlink, line number, paragraph settings, border, 

Formatting characters font name, size, effects, bullets and numbering, Formatting pages: page 

break, page margins, page number, Inserting Header, Footer, Print a page, Template, insert 

images, resizing, rotate, flipping, compress and deleting an image, working with drawing tools: 

insert, resize, grouping, rotating, positioning image with text, wrapping text, Working with 

Tables, Mail Merge.  

 

UNIT-III  

Introduction To CALC Spreadsheet: Definition of Calc, Workbook, Working On worksheet, 

cells, title bar, menu bar, toolbar, formula bar, status bar, creating, opening and saving 

spreadsheets, password protection, sheet navigation, working with rows and columns, viewing 

Calc, editing and formatting data, merging and splitting cells, formatting data, Auto format of 

cells and sheets, conditional formatting, hiding and showing data, sorting records, find and 

replace, creating & formatting charts and graphs, using style and templates, working with 

graphics. Drawing tools, printing a spreadsheet, adding header and footer, formulas and 

functions. 

 

UNIT-IV 

Introduction to Impress: Introduction, features, creating, Adding, saving, renaming and 

removing slides, and printing a presentation, adding, deleting and formatting comment, slide 

view, outline view, slide sorter view, notes view and slide show view. Changing text font and 

size, selecting text style and color, set header and footer, Using, bullets, ClipArt and word art 

Credits Theory  Internals 
 

2 
Max  Min Max Min 

 

80 
 

32 20 8  

  
 



gallery. Applying design template, Inserting graph adding transitions and animation effects, 

setting timings for slide show preparing note pages, preparing audience handouts. 

 

UNIT V  
Overview of Windows(virtual):What is an operating system and basics of Windows, The User 

Interface, Using Mouse and Moving Icons on the screen, My Computer Icon, Recycle Bin, Status 

Bar, Start Button, Menu & Menu-selection, Running an Application, Windows Explorer 

Viewing of File, Folders and Directories, Creating and Renaming of files and folders, Opening 

and closing of different Windows, Control Panels, Wall paper and Screen Savers, Setting the 

date, time and Sound, Using right Button of the Mouse, Using Short cuts, Notepad, Window 

Accessories 

 

Text Books-  
Libre Office 5 



Diploma in Computer Operator 

I Semester 

1DCO3: Computer Hardware and Networking 

 

 

Unit-I 

PERSONAL/ MICRO COMPUTERS: PC,Main Parts : CPU Box, Monitor, & Peripherals 

[Keyboard, Mouse, Speaker]. Inside CPU Box: Motherboard, I/O Cards, Cables, Floppy Drivers, 

HDD, CD-Drive, Basic computer hardware architecture, Basic I/O devices – Keyboard. 

  

Unit-II 

MEMORY: Basic Concept - Types of Memory - RAM and ROM, Memory Chips: RAM and 

ROM EPROM.  Memory Modules and packaging, Cache Memory, Various terms used in 

computer memory. 

 

Unit-III 

PC-ASSEMBLY AND CMOS SETUP AND TROUBLESHOOTING: 

Observation of all parts of Floppy drives, HDD, CD, and SMPS. Identification of cables and 

computers. Mounting Motherboard in cabinet Installation of cards, devices and then connecting 

cables. Fitting of cabinet. CMOS – Setup Troubleshooting. 

 

Unit – IV 

Installation of Operating system. Software installation, Printer installation,  

 

 

Unit-V 

 

Communication model - Data communications networking – Protocol architecture - TCP/IP - 

LAN MAC - Ethernet, Fast Ethernet, Wireless LANS. 

 

 

 

Text Books 

1. Rajaraman V., Fundamentals of Computer, Prentice Hall of India Pvt. Ltd. 

2. Gupta and Kumar, Hand Book of Electronics, Pragati Prakashan 

3. Sawhney A. K., Testing and Measuring Instruments, Dhanpat Rai & Sons 

Credits Theory  Internals 
 

2 
Max  Min Max Min 

 

80 
 

32 20 8  

  
 



 
 
 

 

Diploma in Computer Operator  
I Semester 1DCO4: English Typing 

 

Credits  Practical 
 

1 
Max Min Max Min 

 

100 40 100 50  

 
 



Diploma in Computer Operator 

II Semester 

2DCO I: DTP and Basics of Internet 

 
 

UNIT I  
Internet & Web Services- Internet: World Wide Web, URL, Domain name, Web Browser 
(Internet Explorer, Firefox, Google Chrome, Opera, UC browser, etc.); Search Engine (Google, 
Bing, Ask, etc.); Website: Static & Dynamic; Difference between Website & Portal. E-mail: 
Account Opening, Sending & Receiving Mails, Basics of Networking: Types of Networks (LAN, 
WAN, MAN); Network Topologies (Star, Ring, Bus, Hybrid). 

 

UNIT II 

Cyber Ethics, Security & Privacy-Email, Internet & Social Networking Ethics. Types of viruses  
 Antivirus. Computer security issues & its protection through Firewall & antivirus. Cyber 
Policies, Intellectual Property Rights (IPR), Violation of Copyright & Redressal. Making secured 
online transactions. 

 

UNIT III  
Introduction of DTP- Concept of Desktop Publishing, printer used in DTP, concept of 

multimedia, types of multiple files.  

 

UNIT IV  
Brief introduction of tools and options in Inkscape:- Working with different tools of Inkscape, 

working with (new, new from template, import , import clip art, print, clone, working with layer 

options, fill & stroke, group & ungroup, trace bitmap, break apart, effects on object. 

 

UNIT V  
Introduction of GIMP:- What is GIMP, interface of GIMP, working with tools, working of (new, 

create, save for web, export, print, stroke selection, feather, modes, transformation, Flatten image, 

Layer group, color adjustment, blur, distort, Animation in GIMP. 

 

Textbook: 

DTP Course by Vishnu Priya Singh  
Basic Computer Science & Information Technology, RP Unified Ram Prasad and Sons, Bhopal. 

Credits Theory  Internals 
 

2 
            Max       Min Max Min 

 

80 
 

32 20 8  

  
 



 
 

Diploma in Computer Operator 

II Semester 

2DCO2: Accounting Software Tally.ERP9 

 

 

Unit I  
Accounting Concepts, Financial Accounting Basics- Company Creation, Accounts 

Configuration, Accounts Classification, Accounts Master Creations, Voucher Types and Classes, 

Accounts Vouchers 

 

Unit II  
Inventory- Introduction to Inventory, Stock Groups, Stock Categories, Stock Item, 

Reorder Levels, Price List, Tariff classification, Entry of Pure Inventory Voucher, Bill of 

Material, Purchase and Sales Order, 

 

Unit III  
Document Printing- Printing Configuration for Vouchers, Printing Reports, Printing of Inventory 

Reports, Software Maintenance & Upgrades- Upgrades, Data Maintenance, Import & Export of 

Data, Security 

 

Unit IV  
VAT- Introduction to VAT, VAT Masters, Vouchers and Transactions, VAT on MRP, VAT 

Computation, Service Tax- Introduction to Service Tax, Creating Masters, Voucher Creations, 

Service Tax Reports 

 

Unit V  
Payroll, Employee Group, Employee, Salary Details, Units, Attendance / Production Type, 

Voucher Types in Pay Roll, Introduction of Tally.NET, Creating Remote Users, Authorising 

Security Level, Remote Login 
 

 

Text Book 
 

A to Z Computer Accounts by Goyal  
Financial Accounting by S.M. Shukla, Sahitya Bhawan 
Publication Computerized Financial Accounting by Singh & Singh 
Tally Accounting Software by Nadani 

Credits Theory  Internals 
 

2 
Max  Min Max Min 

 

80 
 

32 20 8  

  
 



 
 

Diploma in Computer Operator 

II Semester 

2DCO3: Web Designing Using HTML/CSS/Java Script 

 

 

UNIT-I 

Introduction to HTML: What is HTML, HTML Documents, Structure of HTML document, Structuring 

Web Page, Paragraph and Line Break Tags, Adding Comments, Formatting your Text; Creating 

Lists: Ordered List Tags, Unordered List Tag & Nesting Lists, Creating Hyper Text Links, Linking to 

a Place in the Same HTML File, Linking to a Place in Another HTML File  

 

UNIT-II 

Elements of HTML:Images, Links, Rules, Address Tag and Text: Inserting Images: Using the Align 

Attribute in Inline Graphics, Setting the Height and Width of an Inline Image; Creating Image 

Links; Horizontal Rules: Changing the Height of a Horizontal Rule, Changing the Width of a 

Horizontal Rule, Setting the Alignment of a Horizontal Rule; Address Tag; Working with Text: 

Text Alignment, Changing Font Sizes and Colors: Setting Font Sizes, Setting the Base Font, 

Using the Small and Big tags, Changing the Font Color; Using a Background Image ; Marquee 

Tag 

 

UNIT-III 
Web Page Authoring using HTML: Tables: Creating Columns and Rows, Adding a Border, Adding 
Column Headings, Adding Spacing and Padding, Adding a Caption, Setting the Table Width and 
Height, Aligning Cell Contents, Setting Column Width, Centering a Table,   Inserting an Image, 
Spanning Columns & Spanning Rows, Setting Font Size and Colors, Assigning Background Colors; 
Frames:Percentage dimensions, Relative dimensions, Creating two rows Frames, Creating two 
columns frames, Creating two rows and the second row containing two columns.   
 

UNIT-IV 

Introduction to Cascading Style Sheets: Concept of CSS, Creating Style Sheet, CSS Properties, CSS 

Styling(Background, Text Format, Controlling Fonts),  Working with block elements and objects, Working 

with Lists and Tables, CSS Id and Class, Box Model(Introduction, Border properties, Padding Properties, 

Margin properties),  CSS Advanced(Grouping, Dimension, Display, Positioning, Floating, Align, Pseudo 

class, Navigation Bar, Image Sprites), CSS Color, Creating page Layout and Site Designs 

 

UNIT-V  
Introduction to JavaScript, Advantages of JavaScript, JavaScript program structure, data types, variables, 
arrays. Operators and Expressions, Looping, functions, dialog box and document object model. 

  

  

Credits Theory  Internals 
 

2 
Max  Min Max Min 

 

80 
 

32 20 8  

  
 



Text Books- 
A beginner’s guide to HTML(Kogent Learning Solutions Inc), HTML, XHTML, and CSS Bible, 5ed(Wiley 
India), Web Technologies: HTML, Javascript(Wiley India)  



 
 

Diploma in Computer Operator 

IISemester 

Paper IV: Hindi Typing 
 

Credits Internals Practical 
 

1 
Max Min Max Min 

 

100 40 100 50  

 
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  


