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Week Topic

1 Introduction to Computers — Definition,
Hardware & Software Overview

2 Computer Hardware — Input/output
devices, CPU, RAM, storage devices

3 Software Components — Operating
systems, application software,
programming tools

4 History of Computers + Review

5 Introduction to the Internet — Concepts and
basic navigation

6 Search Engines — Research techniques
using Google and others

7 Monthly Exam 1 — Semester 1

8 Email - Creating, sending, and organizing
email

9 Cloud Computing — Tools and advantages
(Google Drive, OneDrive)

10 Introduction to Excel - Interface and file
handling

11 Data Entry and Formatting — Text, numbers,

tables




12 Conditional Formatting — Visual
highlighting and data bars

13 Sorting and Filtering — Organizing and
analyzing data sets

14 Monthly Exam 2 — Semester 1

15 General Review and Practice Exercises for
Semester 1
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Week Topic

16 Basic Excel Functions — SUM, AVERAGE,
MIN, MAX

17 Logical Functions —IF, IF AND, IF OR

18 Counting Functions - COUNT, COUNTA,
COUNTIF

19 Monthly Exam 1 — Semester 2

20 Worksheet Management — Renaming,
deleting, and protecting sheets

21 Importing and Merging Data — From
different sources (CSV, Excel)

22 Data Analysis — Excel use cases in
healthcare scenarios

23 Charts in Excel — Column, Pie, and Line
charts

24 Working with Colors and Themes in Excel

25 Rounding Functions - ROUND, ROUNDUP,
ROUNDDOWN

26 Introduction to Artificial Intelligence -
Concepts and real-world applications

27 Monthly Exam 2 — Semester 2

28 Introduction to PowerPoint — Slide creation
and layout

29 Final Practice — Review and advanced
problem solving

30 Final Theoretical Exam - Full Year
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