Topic 1: Introduction to Computers
Objectives:
· Understand the definition and importance of ICT.
· Identify types and parts of a computer.
· Explain the basic operations of a computer.
Resources:
· PDF: "Introduction to ICT"
· Quiz: Label parts of a computer

Topic 2: Computer Hardware and Software
Objectives:
· Differentiate between hardware and software.
· Describe input, output, and storage devices.
· Explain types of software (system vs application).
Resources:
· PDF: "Computer Hardware & Software Explained"
· Video: Types of Devices
· Quiz: Multiple Choice

Topic 3: Microsoft Word Basics
Objectives:
· Open, edit, and save documents.
· Format text and paragraphs.
· Insert tables, bullets, and page layout features.
Resources:
· Tutorial Video
· Sample Word File
· Activity Task: Create a one-page document

Topic 4: Internet and Email Use
Objectives:
· Access the internet and browse websites.
· Understand common browsers and search engines.
· Create and send emails.
Resources:
· PDF: "How to Use the Internet and Email"
· Quiz: Fill in the blanks
· Activity: Compose and send an email

Topic 5: Microsoft Excel Basics
Objectives:
· Understand spreadsheet structure (rows, columns, cells).
· Enter data and perform basic formatting.
· Create simple formulas and charts.
Resources:
· Tutorial Video
· Sample Excel File
· Practice Sheet: Monthly Budget Table

Topic 6: Microsoft PowerPoint Basics
Objectives:
· Create a presentation with slides.
· Add text, images, and animations.
· Apply slide designs and transitions.
Resources:
· Step-by-Step PDF
· Activity: Prepare 3-slide presentation on "My Hobbies"

Topic 7: File Management and Storage
Objectives:
· Create, rename, and delete files/folders.
· Understand storage devices and backup.
Resources:
· Practice Task: Organize files in folders
· Video: How to Use USB Drives and Cloud Storage

Topic 8: Online Safety and Digital Citizenship
Objectives:
· Recognize safe and unsafe online behavior.
· Understand digital footprints and privacy.
· Explore basic cybersecurity practices.
Resources:
· PDF: "Staying Safe Online"
· Quiz: Online Safety Scenarios

Assessment Methods:
· Quizzes after each topic
· Practical assignments
· Final project: Create a formatted Word document and a short PowerPoint

