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File Ud Disk Management G-t T T HeH |

mglaﬁ Printer, CD- ROM, Multimedia <TId 3T Accessories CARsDIRIE]
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Electronic Spreadsheet @R T Data Processing T T HeM|

Software Installation Tk Customization T+ @e |

Computer related threats sITC Computer Accessories AT Software ﬁ‘{l)’(éﬂ'f ™ G |
Database TFIwEft THIHT ST TH T |

Presentation T web Designing H+I-¢ll €HT= F T G|

3. 9% ASHT (Examination Scheme)
UTGTshHeRT TUNET:— T TTSAFHHRT STTETCHT FHHTTET =R o fofsd o
s =T —forfa wie (quigeh: yo)
Tl =T — () SRINTIeHh (qUTTgeh: Yo)

(@) F=aTar (PIgeh:— *0)

o =] — fTRae wret AT (Examination Scheme)
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et (Multiple choice) fire
feefter =ror
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8 ferfiae wverTep AT W ST g |
3. Fefera wterent weriEAT FETTER Eie |

Course Topics No. of
Unit Questions
1 Computer Fundamentaland Basic Concept of 12
Software
2 Computer Networking 5
3 Hardware Maintenance and Troubleshooting 5
4 Operating System 8
5 Word processing 6
6 Electronic Spreadsheet 6
7 Database Management System 2
8 Presentation System 2
9 Web Technology 4
Total : 50
3. SRITITCeh UteTeRT ST ReTTaR ge |
Topic No. of Marks Time
Question (Minutes)
1 [Romanize Unicode Typing 1 15 10
2 |English Typing 1 15 10
3 |Word processing 1 7
4 |Electronic Spreadsheet I 7
5 |Presentation System 1 3 30
6 |Web Technology 1 3
Total :- 7 50 45

TeAienl AT Romanize Unicode S1E s7fared Typingﬂgqufa5 l

¥, T g3 (Multiple Choice) TerEEeRr 3O UE umT Y gl ST AT € (Th) 3geh e T
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¥ TToTd I fTAT ek 3T A19d R0 UTAId AT 0.3 T gl TS | T IT ARTAT ¥
3Tgeh fag B T 3Tgeh gl I T B |
. forfera wlreamere BHite went adtemefieeet AT SRRTIeHsh Wia T St=aaidiar JHT o e o |
& SRITTCHeh TETeT T STeqatal aemaee e fo g © | sanmredss adterr Siiof g adierreffewsht 77
TTeRT UHETeRT THTE S SIS ARAATSRA STTAR THEThS FehT 31 TS |
FHAT J48% (Sample questions)
1. Which of the following is not the input device?
a) Mouse c¢) Light Pen
b) Joystick d) Plotter
2. What is the command to delete a directory?
a) Delete b) Del
c)Rd d) All of the above
3. Form where do you install Fonts?

a) Font icon of Control Panel

b) Font Option of Format menu

¢) Options submenu of Tools menu
d) None of the above

4. What is the output if a cell containing a number 3245.45 if formatted to ".......... ' number format?’
a) 3245.45 b) 3245.450
c) 3245 d) 3.245

5. What is the short —cut key of ‘Undo’?
_ a)Ctrl+v b) ctrl +p
c)Ctrl + a d) ctrl + z

TRINTcHeh qiteareh! Typing Skill Testeh! @TfT fayree
2. ATt AnTest YfepreeTs et it 2r3fie Skill Test sl WA ¥o o Yeagteh! T Text foge

T B STTER 37 Y& TS -

%% W= W I[§ I8 i fiFe(Correct Words/Minute)aTdd— o 3ieh

%2 9T TIWaT 9@ T § 3 WeaT W I 31s8 it i (Correct Words/Minute)aTdd — 3 i
%3 9T TIWRT 9@ T 4 AT W I 3188 it i (Correct Words/Minute)aTdd— ¥ 3ih
R4 | HIWRET 9@l T 3\ AT H I 368 it e (Correct Words/Minute)add—Y4 i

Rl AT HIW-ET I&T T 4R WwaT W Y[, 31eg ¥l e (Correct Words/Minute) aTqd — & 37k
%R T HIWwT SI&T T 8 W4T ¥ Y[, W1eg N e (Correct Words/Minute) aTqd— © 3ieh

3



9 T AIVET Fel T 3 el A 3[& M6 gt fire (Correct Words/Minute) aT9d— ¢ Ik
3 T EIMET TR T Y WeaT HH Y[ 2168 it e (Correct Words/Minute) STad— < 3k
QY AT EWET T T R AT FH [ o8 el fiMe (Correct Words/Minute) ITqd— %o 3feh
R a7 AT Tl T % WW{!&'WE‘%W (Correct Words/Minute) STdd— & 37k
3R AT ERT S T 3L W4T ¥ Y& Wo& Wi e (Correct Words/Minute) aTqd— %R 3%
3% a1 EIWRRT S T 33 93T ¥ Y[E W8 Ui e (Correct Words/Minute) aTqd— £3 3i%h
33 7 G ST T 3Y AT ¥ J[ W1eg Tl fiMe (Correct Words/Minute) aTad— % 3
34 a1 AT ol g To8 e fiMe (Correct Words/Minute) STad— {4 37k

3. Formula for calculation of correct word/minute:-

Correct words/ minute = (Total words typed- wrong words) /10 (forRomanize typingand Engl

typing)
Note: - (3Trsft a7 Jareft (waTes gReeSkill Test T ATAT THETAT ST Test WS ST A €

MY Test §T Rrers = TS | TAUTT AR IeRad Criteria TS 37k fag7s | fogwant s
ATt ﬁn'—nssr gﬁaﬁ@‘sﬁ@l“ext HT Icciigd T EENSel tl'ﬁ&iﬁﬁ%%ﬁ ST Text AT Punctuati
2159 T TTSUHT ca¥eh! TTeGHT TUMT T & |

1. Computer Fundamentals and Basic Concept of Software
1.1 Computer: - Definition, History, Generation, Characteristics, Types & Applications.
1.2 Overview of a computer system-
1.2.1 Data and data processing
1.2.2 Hardware
1.2.2.1 Definition of Hardware
1.2.2.2 Input Unit:- Keyboard, Mouse, Scanner, etc
1.2.2.3 CPU:- Arithmetic Logic Unit (ALU), Control Unit (CU), Memory Unit (MU)
1.2.2.4 Output Unit:- Monitor, Printer, etc
1.2.2.5 Storage devices: - Primary & Auxiliary Memory (Floppy Disk, Hard Disk. Compact Disk, DVD, Flash disk &
1.2.2.6 Others:- Network card, Modem, sound card, etc
Liveware
Firmware and Cache Memory
Setting & Protection of Computer Room and Computer
Concept of Computer related threats (Virus, worms, Trojan, phishing etc) remedies and protection
Concept of Multimedia
File Management base :
1.8.1 Physical Structure of the disk
1.8.2 Concept of File and folder
1.8.3 Wildcards and Pathname
1.8.4 Type of files and file extension
1.9 Number Systems
1.9.1 Introduction to binary, octal, decimal and hexadecimal number systems
1.9.2 Introduction to ASCII and Unicode standards
1.10Software
1.10.1 Definition & Types of Software
1.10.2 Programming Language
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2. Computer Networking
2.1 Introduction to Networking




2.2 Types of Network (LAN, WANetc.)

2.3 Concept of E-mail/ Internet/Extranet/ Intranet, Word wide web (WwWw)

2.4 Familiarity with internet browsers (e. g internet, explorer, Firefox, Opera, Safari. Google Chrome etc)
2.5 Introduction to IP address, subnet mask and default gateway

2.6 Introduction to Network Media, Topology and Protocol

2.7 Setting Up Microsoft Network

2.8 Dial- Up Networking

3. Hardware Maintenance and Troubleshooting

3.1 Hardware Maintenance
3.1.1 Configure and apply BIOS settings
3.1.2 Motherboard components, their properties and purposes (RAM slots, Chipsets, Jumpers, CPU sockets, etc.)
3.1.3 Installing and configuring expansion cards (Sound cards, Network cards, Graphics cards, etc)
3.1.4 Installing and configuring storage devices
3.1.5 Types and features of display devices (CRT, LCD, LED, Plasma)
3.1.6 Connector types (BNC, RJ45, HDMI) and associated cables
3.1.7 Installing and configuring various peripheral devices (Mouse, Keyboard, Scanner, Printer, Speaker)
3.2 Troubleshooting
3.2.1 Troubleshooting of computer and its peripherals (keyboard, mouse, printer, scanner, speaker)
3.2.2 Troubleshooting of connectivity (cables, network, etc.)
3.2.3 Troubleshooting of memory, processor, storage, display
3.2.4 Troubleshooting of operating system and application software
4. Operating System
4.1 Introduction to Operating System
4.2 Types of Operating System
4.3 Function of Operating system
4.4 Command line operation (e. g copy command, move command to view and set different file attributes etc)
| 4.5 Windows
4.5.1 Introduction to GUI
4.5.2 Introduction of windows Operating System

2.5.2.1. Basic windows Elements- Desktop, Taskbar, My Computer, Recycle Bin, etc.
2.5.2.2, Starting and shutting down windows
2523 File Management with Windows Explorer
2524, Windows applications: (e.g Control Panel, Character Map, Paint etc)
2.5.2.5. Finding file of folders and saving the result
25286. Starting a program by command line operation
25217. Changing window settings
25271 Adding/Removing programs
25272 Clearing the contents of document menu
2.5.2.7.3 Control panel items

2.5.2.8Creating shortcut (icons) on desktop
2.5.2.9System tools: - disk scanning, disk defragmenter, backup, restore, format
5. Word Processing
5.1 Concept of word Processing
5.2 Types of word Processing
5.3 Introduction to word Processor
5.3.1 Creating saving and Opening the documents
5.3.2 Elements of word Processing Environment (Menu. Toolbars, Status bar, Rulers. Scrollbars. etc.)
5.3.3 Copying, Moving Deleting and Formatting Text (Font, Size, Color, Alignment, Line & paragraph spacing)
5.3.4 Finding and Replacing Text
5.3.5 Familiar with Devnagari/Romanize Fonts
5.36 Creating lists with Bullets and Numbering
5.3.7 Creating and Manipulating Tables
5.3.8 Borders and Shading
5.3.9 Use of Indentation and Tab Setting
5.3.10 Creating Newspaper Style Documents Using Column
5.3.11 Inserting Header, Footer, Footnotes, Endnotes, Page Numbers, File Page break Section break, Graphics, Pictu
Charts, Word Art. Symbols & Organization Chart
5.3.12 Operating & saving different types of document




5.3.13 Changing Default settings
5.3.14 Mail Merge
5.3.15 AutoCorrect, Spelling and Grammar Checking and Thesaurus
5.3.16 Customizing menu & toolbars
5.3.17 Security Technique of Documents
5.3.18 Master Document, Cross Reference, Index, Table of Content.
5.3.19 Setting Page Layout, Previewing and Printing Documents
6. Electronic Spreadsheet
6.1 Concept of Electronic Spreadsheet
6.2 Types of Electronic Spreadsheet

6.3 Organization of Electronic Spreadsheet application (Cell, Roes, Columns, Worksheet, Workbook and workspace)

6.4 Introduction to spreadsheet application
6.4.1 Creating, Opening and Saving Work Book

6.4.2 Elements of Electronic Spreadsheet Environment (Menu Toolbars, Status bar Rulers. Scrollbars etc

6.4.3 Editing, Copying Moving Deleting Cell Contents
6.4.4 Familiar with Devnagari Fonts
6.4.5 Formatting Cells (Font ,Border, Pattern, Alignment, Number and Protection)
6.4.6 Formatting Rows, Column and sheets
6.4.7 Using Formula- Relative cell and Absolute Cell Reference
6.4.8 Using basic Functions
6.4.9 Generating Series
6.4.10 Changing default options
6.4.11 Sorting and Filtering Data
6.4.12 Summarizing Data with Sub Totals
6.4.13 Creating Chart
6.4.14 Inserting Header and Footer
6.4.15 Spell Checking
6.4.16 Customizing Menu & Toolbars
6.4.17 Importing form and Exporting in to other Formats
6.4.18 Pivot Table, Goal Seek, Scenario & Audit
6.4.19 Page Setting, Previewing and Printing
7. Database System
7.1 Introduction to Data, Database and DBMS
7.2 Basic Concept of Tables, Fields, Records, Relationships and Indexing
7.3 Introduction to database application
7.3.1 Data Types
7.3.2 Creating Modifying & Deleting Tables and Formatting & Validating Field Data
7.3.3 Creating Modifying, Deleting & Using simple Queries
7.3.4 Creating, Modifying & Deleting Forms/ Reports/ Macros
_ 8. Presentation System
8.1 Introduction to presentation application
8.1.1 Creating, Opening & Saving Slides
8.1.2 Formatting Slides
8.1.3 Slide show
8.1.4 Animation
8.1.5 Inserting Built- in picture, Table, Chart, Graphs Organization Chart etc.
9. Web Technology
9.1 Introduction to Web Page and Content Management System
9.2 Introduction to HTML
9.3 HTML document
9.3.1 Html Tags
9.3.2  Working with Text, Hyperlinks, Images, Lists, Forms, Tables, Frames, etc.
9.4 Familiarity with Cascading Style Sheet, Rich Site Summary and social networking
9.5 Concept of Web server and Proxy server
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