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TTEEAACCHHEERR’’SS  GGUUIIDDEE  FFOORR  TTOOTT  

PPRROOGGRRAAMM  OOFF  DDIICCAA  
 

 

11..  IINNTTRROODDUUCCTTIIOONN    

 
Due to rapid development of technology, the computer has become an important thing 

and the computer literacy has become more essential in our lives. When you visit to a 

bank, business office and even in to supermarkets, from assistants to Top level 

managers; everyone uses Microsoft Office package to fulfill their day to day work. And 

nowadays you may hear Information Technology has become a compulsory subject of 

G.C.E. Ordinary Level and Advanced Level. 

 

So the Sarvodaya – Fusion has decided to conduct a Diploma program to enhance the 

knowledge in Microsoft Office package by following the Diploma in Computer 

Applications or DICA. Hope this teacher’s guide will helpful to you when you are 

teaching for the students of DICA classes. 

 

 

22..  CCOOUURRSSEE  OOBBJJEECCTTIIVVEESS  
  

 Impart basic computer literacy of Microsoft Office package 

 Develop the knowledge and the basic skills necessary for the entrance of the 

business world 

 
 

33..  EEXXPPEECCTTEEDD  EENNTTRRYY  BBEEHHAAVVIIOOUURR  
 

 Passed G.C.E. Ordinary Level exam 

 Good understanding and writing skill in Sinhala / Tamil / English languages 
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44..  SSUUBBJJEECCTT  CCOONNTTEENNTT,,  SSPPEECCIIAALL  AACCTTIIVVIITTIIEESS  AANNDD  

LLEEAARRNNIINNGG  OOUUTTCCOOMMEESS  
 

 

Special Requirements: 
 

 Medium of instructions may be given in Sinhala/ Tamil/ English  

 English technical terms should not be translated to Sinhala/ Tamil 

 DICA final examination papers may be given in Sinhala/ Tamil/ English 

languages 

 The students can answer the papers any of the three languages they prefer 

 
 

Unit Summary 
Time Allocation in Hours 

Theory Practical 

Unit 01 - Basic concept of IT 06 09 

Unit 02 - Getting Started with Ms Windows XP 09 18 

Unit 03 - Getting Started with Ms Word 2003 18 36 

Unit 04 - Getting Started with Ms Excel 2003 20 40 

Unit 05 - Getting Started with Ms PowerPoint 2003 12 24 

Unit 06 – Getting Started with Ms Access 2003 22 44 

Unit 07 - Getting started with Internet and e-mail 08 12 

TOTAL HOURS 95 183 

REVISION (28 hours) 12 40 
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Special Activities: 
 Classify the Five generations of the computer 

 Make lists of Input, Output, Processing and Storage devices of a computer 

system 

 
Learning Outcomes: 

The student will be able to; 

 Identify and describe the components of a total computer system 

 Distinguish between Hardware, Software and Live ware 

 Distinguish between System Software and Application software 

 Distinguish between Graphical User Interface (GUI) and Command Line Interface 

(CLI) 

Lesson Methodology 

Time 
Allocation 

T
h
e
o
ry

 

P
ra

c
ti
c
a
l 

 
Unit 01 - Basic concept of IT 

 

06 

hours 

09 

hours 

 

 
 Introduction 

 

 Data processing method 

 

 

 Computer History 

 

 

 Describe basic IT concepts 

 

 Consider differences between Data , 

Information and Data processing 

 

 List landmarks of Computer History  

 Classify the development of Micro 

processor in generations 

 

3 

hours 
3 

hours 

 

 Total computer system 

 

 

 

 

 

 System unit 

 

 Identify the Hardware components of a 

computer system (Input, Output, 

Processing and Storage) 

 Explain the importance of System 

software of a computer system 

 

 Describe the main parts in the System 

Unit 

 

3 

hours 

3 

hours 

 

 Command line interface 

 

 

 Measurement of storage 

capacity 

 

 

 Describe and use some commands used 

in Command Prompt 

 

 Analyze the units of storage capacity  

3 

hours 
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Special Activities: 

 
 Ask students to draw the desktop and mark the parts of it 

 Draw a basic window and mark the parts of it 

 Create some Multiple Choice Questions(MCQs) and distribute to the students to 

answer them  

 Then remember to discuss about the quizzes with the students after marking the 

papers 

 
Learning Outcomes: 

 
The student will be able to; 

 Describe the WINDOWS concept 

 Identify and describe the parts of a WINDOW 

 Identify and describe the parts of the Desktop 

 Customize windows desktop 

 Install and uninstall Hardware and Software 

 

Unit 02 - Getting Started with Ms Windows XP 
09 

hours 

18 

hours 

 

 What is windows 

 

 

 Managing windows files 

 

 

 System help 

 

 Working with floppy 

 

 Describe the WINDOWS concept and 

identify the parts of a WINDOW 

 

 Explain how to Create, Delete, Rename, 

Move files and folders 

 

 Describe how to use ‘System Help’  

 

 Give hands on training how to work with 

Floppy Discs, CDs, DVDs, Pen Drives 

 

 

 

3 

hours 

 

 

 

 

3 

hours 

9 

hours 

 

 Customizing display 
 

 

 

 Creating user accounts 
 

 Windows explorer 
 
 
 

 Installing and 

uninstalling  Hardware 

and Software 

 

 Basic concepts of 

windows 
 

 

 Demonstrate how to apply a 

background, screen saver….. to the 

desktop of the computer 

 

 Give hands on training to create user 

accounts in a computer 

 

 Describe how to display  the hierarchical 

structure of files, folders, and drives on 

your computer using Windows Explorer 

 

 Demonstrate how to install and uninstall 

Software (Programs, Fonts…..) and 

Hardware (Printer, Mouse, Pen drive…..)  

 

 Perform tasks of WINDOWS Operating 

System 

 

3 

hours 
9 

hours 

ms-its:C:/WINDOWS/Help/howto.chm::/HELP=glossary.hlp%20TOPIC=gls_drive
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Unit 03 - Getting Started with Ms Word 2003 
18 

hours 

36 

hours 

 

 Understanding the word 

and its usage 

 

 

 

 

 Basic document handling 

 

 Describe what kind of package is Ms 

Word and what you can do using Ms 

Word 

 Describe the parts of the Ms Word 

window 

 

 Creating and manipulating a document 

using Ms Word 2003 

 

3 

hours 

3 

hours 

 

 Editing document 

  

 

 Proof readers  

 

 Describe how to edit a document using 

Cut, Copy, and Paste…….. options 

 

 Demonstrate the Checking Spelling and 

grammar check option 

 

5 

hours 

 

 Character formatting 

 

 

 

 Paragraph formatting 

 

 

 

 

 Bullets and numbering 

 

 Borders and shadings 

 

 Describe how to format text (Font style, 

Size, Color, Text Effects……) 

 

 

 Describe how to format a Paragraph 

(Indentation, Alignment, Line 

Spacing…..) 

 

 

 Describe how to insert a Bulleted list or 

Numbered list into your Word document 

 

 Describe how apply Paragraph Borders, 

Page Borders and a Shading to the 

document 

 

6 

hours 
10 

hours 

 

 Columns 

 

 

 Page formatting and 

printing document 

 

 

 Tab settings 

 

 Describe how to apply Columns to the 

text in your document 

 

 Describe how to set Margins of a Page & 

how to get a printout of a document 

 

 Describe how to create a document 

using Tabs 

 

3 

hours 
10 

hours 

 

 Working with objects  

 

 Describe how to use the objects in 

Drawing tool bar 

 

3 

hours 
5 

hours 

 

 Table 

 

 

 

 

 Mail merge 

 

 

 

 Describe how to work with Tables 

(Inserting and Deleting Tables, Rows, 

Columns……) 

 

 Describe how to create personalized 

letters and other documents by 

combining information from two 

different files   

3 

hours 
3 

hours 
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Special Activities: 
 

 Ask students to mark the parts of a given Ms Word screen 

 Give practical lessons from each and every module to practice the described 

options 

 Ask students to do some creative document using the objects in Drawing toolbar 

 Ask students to do an activity as creating a Time Table & Data Sheets 

 Create some Multiple Choice Questions(MCQs) and distribute to the students to 

answer them  

 Then remember to discuss about the quizzes with the students after marking the 

papers 

 

 
Learning Outcomes: 
 

The student will be able to; 

 Use features of Ms Word when creating documents 

 

 

 Using macro to automate 

task 

 

 Describe what is a macro and how to 

accomplish a task automatically using 

Macro 
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Special Activities: 
 

 Ask students to mark the parts of a given Ms Excel screen 

 Give practical lessons from each and every module to practice the described 

options 

 Ask students to create charts and format those  

 Create some Multiple Choice Questions(MCQs) and distribute to the students to 

answer them  

 Then remember to discuss about the quizzes with the students after marking the 

papers 

 
Learning Outcomes: 

The student will be able to; 

 Use features of Ms Excel working with worksheets 

 
Unit 04 - Getting Started Ms with Excel 2003 

 

20 

hours 

40 

hours 

 
 Introduction 

 

 

 

 

 

 

 

 Navigating and editing 

work sheets 

 

 

 

 Formatting and printing 

worksheets 

 

 Introduce what kind of package is Ms 

Excel and what you can do using Ms 

Excel  

 Describe the parts of the Ms Excel 

window 

 Describe how to create, delete, move 

workbooks and worksheets 

 

 Describe how to move in the Excel sheet 

using keyboard shortcuts and 

demonstrate how to enter data into 

worksheets 

 

 Describe how to format the data in 

Excel sheets (Font Style, Font Color, Fill 

color, Borders, Merge Cells, Split 

Cells……) 

 Describe how to set up margins, when 

printing a Ms Excel sheet 

 

 Give practical lessons to the students to 

practice the above options 

 

8 

hours 
18 

hours 

 

 Charts in Ms Excel 

 

 

 Data bases in Ms Excel 

 

 Describe how to  create, edit, format 

and delete charts 

 

 Describe what are the Sorting and 

Filtering techniques in Ms Excel 

 

 Give practical lessons to the students to 

practice the above options 

 

8 

hours 
18 

hours 

 

 Additional data entry and 

worksheet skills 

 

 

 Describe how to work with multiple 

work sheets and multiple work books 

4 

hours 
6 

hours 
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Special Activities: 
 

 Ask students to mark the parts of a given Ms PowerPoint screen 

 Give practical lessons from each and every module to practice the described 

options 

 Ask students to create some presentations on given topics 

 Create some Multiple Choice Questions(MCQs) and distribute to the students to 

answer them  

 Then remember to discuss about the quizzes with the students after marking the 

papers 

 

Learning Outcomes: 
The student will be able to; 

 Create presentations using the options of Ms Power Point 

 

Unit 05 - Getting Started Ms with PowerPoint 2003 
 

12 

hours 

24 

hours 

 
 Introduction 

 

 

 

 Basic operations 

 

 

 Creating a presentation 

 

 

 Graphics and charts 

 

 

 

 

 

 

 

 

 Animation Effects 

 

 

 

 Printing and distribution 

 

 

 Introduce what kind of package is Ms 

PowerPoint and what you can do using 

Ms PowerPoint 

 

 Describe the parts of the PowerPoint 

window 

 

 Describe how to insert new slides to the 

presentation and the basic settings  

 

 Describe how to create presentations 

using Auto Content Wizard, from 

Scratch 

  Describe how to modify and format the 

text boxes 

 

 Describe how to insert images, tables, 

diagrams and charts 

 

 Introduce how to apply animations to 

text, images, pictures……. (Custom 

Animation) introduce how to apply 

animations to slides (Slide Transition) 

 

 Describe how to setup margins and 

insert notes, when printing slides 

 

Give practical lessons to the students to 

practice the above options 

 

 

 

 

4 

hours 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4 

hours 

 

 

 

4 

hours 

 

 

 

4 

hours 

 

 

4 

hours 

 

 

8 

hours 

 
 

 

 

 

 

 

8 

hours 
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Special Activities: 
 

 Ask students to mark the parts of a given Ms Access screen 

 Give practical lessons from each and every module to practice the described 

options 

 Ask students to create some databases, queries, reports……… 

 Create some Multiple Choice Questions(MCQs) and distribute to the students to 

answer them  

 Then remember to discuss about the quizzes with the students after marking the 

papers 

 

Learning Outcomes: 
The student will be able to; 

 Create databases using the options of Ms Access 

 
Unit 06 – Getting Started with Ms Access 2003 

 

22 

hours 

44 

hours 

 

 Introduction 

 

 

 

 

 

 Working with access 

 

 Introduce what kind of package is Ms 

Access and what you can do using Ms 

Access 

 Describe the parts of the Access window 

 

 Describe how to create and open 

databases 

 

10 

hours 
 

8 

hours 

 

 Basic application 

handling 

 

 Describe how to manipulate Databases, 

Tables, Forms, Queries, Forms, and 

Reports……. 

 

36 

hours 

 

 Relationships  

 

 

 Describe how to create relationships to 

a tables in a database 

 

12 

hours 

 

 Queries 

 

 Describe what is a Query 

 Describe what are the types of queries 

and how to create and run Queries 

 
 Forms 

 

 

 

 

 

 

 Reports 

 Describe what is a Forms 

 Describe what are the types of forms 

and how to create, customize and view 

forms 

 Manipulate how to enter data to a table 

via Forms 

 
 Describe how to create, customize and 

view reports 

 

Give practical lessons to the students to 

practice the above options 
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Special Activities: 

 
 Ask students create an email account and send mails to their friends in the class 

 Ask students to send emails with attachments, and how to download the 

attachments  

 Ask students to save the email addresses of the friends in the contacts 

 Ask students to create a list of Web browsing software, Search Engines and 

Domain names 

 Ask students to download information and images from the internet 

 
 

Learning Outcomes: 

 
The student will be able to; 

 

 Distinguish between a web address(URL) and an email address  

 Send emails with attachments 

 Search information and images by using a search engine  

 Download the information and images from the internet 

 

 
Unit 07 - Getting started with Internet and E-mail 

 

08 

hours 

12 

hours 

 Introduction 

 

 

 History 

 

 URL / HTTP / Hyperlink 

 

 

 

 What is an ISP? 

 

 

 

 Search Engines 

 

 

 Downloading 

 

 Describe what is meant by the Internet 

and the World Wide Web (WWW) 

 

 Describe the history of the internet 

 

 Describe what is a URL and the parts of 

the URL 

 Describe what is a HTTP and Hyperlink 

 

 Describe what is an ISP, how to connect 

to the Internet  and describe what may 

you need to connect the internet 

 

 Describe what is a Search Engine and 

why we use a Search Engine 

 

 Describe how to download a Webpage 

or an image from the Internet 

 

4 

hours 

 

 

 

4 

hours 

12 

hours 

 Revision  Guide the students do to the Past 

papers (Theory and Practical)  
 

 


