
ql&l-frq

qc{ 3Tfrc{ { srcl{.fr gq{lTr{-q{ qr

fr qror{*1georffi r*Frarcn*'qfr {r*1vt-d{frq
q.qrdrrfiT*1str+

o rtffiEq gFmts { atffiqr Eq dT 1eq' eqa a$ft-s,q.r$ ufrt
o operating System q1 rlq}vrq,r$ srqFq{r!ftr tr{ vfr t

o File (9 Disk Management qq-rfr fld trf vq+ t

o qqzl"1 Printer, CD- ROM, Multimedia EIrI-tkt 3TeT Accessories th1 99ttr td
vdr
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o Electronic Spreadsheet d-eTRttft Data Processint vl-au{vfrt
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. Computer related threats qla Computer Accessories iTeIT Softwa.e *1{fm-dU* t

o Database qq-.rfr{-frri'rq-drrf,vd t

. Presentation { web Designing gq*ft qrqrq q-r{ tr{ vfrt
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Course

Unit

Topics No. of

Questions

I Computer Fundamentaland Basic Concept of

Software

I2

2 Computer Networking 5

a
J Hardware Maintenance and Troubleshooting 5

4 Operating System 8

5 Word processing 6

6 Electronic Spreadsheet 6

7

8

Database Management SYstem 2

Presentation SYstem 2

9 Web TechnologY 4

Total : s0

a

r. ffirncrrmqftHr+1Ys{wr

Topic No. of

Question

Marks Time

(Minutes)

I Romanize Unicode TYPing 1 15 10

2 English Typing 1 15 10

3. Word processing I 7

30
4 Electronic SPreadsheet 1 7

5 Presentation SYstem 1
a
J

0 Web TechnologY 1 J

Total:- 7 50 45

Typin st

v.ryrdreTd{(MultipleChoice)vT{{.+1gtl{f,Sfr qqrred.v$strqrqf, qGO3i-s-'fr vqr{rrft



q) troo sd{ ftWr y-+fi srr qFliT ?o yfrvra 3nrtd o.Q 3dsn'q-gr rrfrts I d{ sfl{ qR\rqT s{r qt

sns.fi fr$ iq r eils.* sgr qft 
'rR} fu t

q. ftTfud qfrqrqre sia qqdT qfrqnpffi qF{ ytrlkrren.ftm r sFilqt-dtqr ** 64 ffi e1 I

e. !fr{r.Tfi rftsr qerrurrrrcr qh fu ftF} o t vfrrrcr*^ qtqqr Ffrtt Et trftqreffd€-*} qrd r

rrTr*)qft qTr+1vrfl Eq'*dtft Tdrmq%{qRqft qil.s-dyqlRrd-rFfrst
q{n YT{d (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

c) Rd

b) Del

d) A11 of the above

3. Form where do you install Fonts?

a) Font icon of Control Panel

b) Font Option of Format menu

c) 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 formati

a) 3245.45 b) 324s.4s0

c) 3245 d) 3.24s

5. What is the short -cut key of 'Undo'?

a) Ctrl + v b) ctrl + p

c) Ctrl + a d) ctrl + z

ffi'ncr*' qft qrrd) Typ in g skill rest*1 eirft f{e{rrgt'
q. ffi fuTqq gFffis.{ i}itrS erqfts Skitl Test *) drft yo o {rq6{-hr lgdt Text ftFfd

{t6rl %qqn siqv+q{ftiE -
q q rr<tm{{q{rqIftfrte(Cootct Words/Minutelqg6- o 3is'

q 1 qr *tr<T qfr r q 1 rr<r 6'rr \r€ vFq Yft ftriz (Conect words/Minute)es6 - f iliq^

q t qT iiv;qr qfr t q q rpcr or \r€ qrE vfr ftt-c (Conect WordsAvlinute)qrqG- Y siq.

q q qr frl];qr qd r q u 16r 6.u {r€ ql"E vfr friclCorrect Words/lvlinute)qHfl-\ 3is.

qs qrfrrr.qrqfrr q3 rr<T*{-q*t*xfr9L (Correct Words/Minute)arqf,- q 3i*.

I 3 qr frw;qt qd r f I rl<l6q Vq rT6E !fr fr}e (Correct words/Minute) qtqd- u eiq'



? q qT frrl<r qfr r t t r{<I s'rT Tq {roq vfr fr}a (Cor.ect Words/Minute) qRT- e siq.

?f qTdq-<Tq&t f q rFqr6rrgq{T6E}frfr}-c (Correct Words/Minute) qlqf,- 3 itis.

R q qT frrr<r qfr r ? u 16r mu \r€ rres vft frtc (Correct Words/Minute) qlqil- { o ffi
?\e qT frrFEr q& r t q crcr sq Tq W xfr ppa (Correct Words/Minute) 4[qfr- q q i}is.

? 3 qT frrl;Er c* r t q 16r +r {€ {rq vfr frfu (Correct Words/Minute) qlqd- q ? 3im'

t q qr dq;{r qfr r f 1 qcr mw \r€ {rq sfr frfu (Correct Words/Minute) a1q6- q ? e}is.

t t eT dTrEr qfr r tq q-<I s.rT Td {rq vfr fr*e (conect Words/Minute) qNd- t,Y 3is.

tq qTfrrr<r"-&Vqq"Eyfrflqi-c (Correct Words/Minute) qs6- qq ifs

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

Correct words/ minute: (Total words typed- wrong words) /10 (forRomanrze typingand Engl

typing)

Nrt., - 6fiffi qT ffi nr{r{q qffiggkitl Test *1 drFr q-ftqil-qr ftlqqr*} Test vn-$ 3{eIR qrft z

riwl Test ri'r nrcd +fi qRts I itflst?r qrfu scAbd Criteria qfrkq sis ftEtg I ftFq*1 giM

ffi nq+t{q gFRisar{ftsText rTT sc.Abd eerH qfrfuq t{-frqn ffi sTrd Text r{T Punctuati

a-{q {'is} q-{qqr cqf,*} Yrqfl rIUFTT trk} &{ r

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 DaIa and data Processing
1.2.2 Hardware

1.2.2.1 Definition of Hardware
1.2.2.2lnput Unit:- Keyboard' Mouse, Scanner, etc
1.2.2.3CpU:- Arithmetic Logic unit (ALU), Control Unit (cU), Memory Unit (MU)

' 1.2.2.4 Output Unit:- Monitor, Printer, etc
1.2.2.sStoiage devices: - primary & Auxiliary Memory (Floppy Disk, Hard Disk. Compact Disk, DVD, Flash disk e

r', 1.2.2.6Others:- Network card, Modem, sound card, etc
1.3 Liveware
1.4 Firmware and Cache MemorY
1.5 Setting & Protection of Computer Room and Computer
1.6 ConcJpt of Computer related threats (Virus, worms, Trojan, phishing etc) remedies and protection

1.7 Concept of Multimedia
1.8 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.g.1 lntroduction to binary, octal, decimal and hexadecimal number systems

1.9.2 lntroduction to ASCII and Unicode standards
1.1OSoftware

1 .10.1 Definition & Types of Software
1.10.2 Programming Language

2. Computer Networking
2.1 lntroduction to Networking



2.2
2.3
2.4
2.5
2.6
2.7
2.8

Types of Network (LAN, WANetc.)
concept of E-mail/ lnternevExtranet/ lntranet, word wide web (wv\Ar/)
Familiarity with internet browsers (e. g internet, explorer, Firefox, Opera, Safari. Google Chrome etc)
lntroduction to lP address, subnet mask and default gateway
lntroduction to Network Media, Topology and protocol
Setting Up Microsoft Network
Dial- Up Networking

3. Hardware Maintenance and Troubleshooting
3.1 Hardware Maintenance

3.1.1 Configure and appty BIOS settings
3.1.2 Motherboard.components, their properties and purposes (RAM slots, Chipsets, Jumpers, CpU sockets, etc.)
3.1.3 lnstalling and configuring expansion cards (Sound cards, Network cards,'Grapt"rics cards, etc)
3.1.4 lnstalling 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
3.1.7lnstalling and configuring various peripheraldevices (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
Operating System

lntroduction to Operating System
Types of Operating System
Function of Operating system
command line operation (e. g copy command, move command to view and set different file attributes etc)
Windows
4.5.1 lntroduction to GUI
4.5.2 lntroduction 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
2.5.2.3. File Management with Windows Explorer
2:5'2.4. Windows applications: (e.g ControlFanel, Character Map, paint etc)2.5.2.5. Finding file of folders and saving the result
2.5.2.6. Starting a program by command line operation
2.5.2.7. Changing window settings

"":3i) 
3[1]:',ffT::1,'"li:n"iillu,""nt *"nu

-, 2.5.2.7.3 Controlpanel 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 Conceptof word Processing
5.2 Types of word Processing
5.3 lntroduction 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 & paragrajrr spacing)
5.3.4 Finding and Replacing Text
5.3.5 Familiar with Devnagari/Romanize Fonts
5.3.6 Creating lists with Bullets and Numbering
5.3.7 Creating and Manipulating Tables
5.3.8 Borders and Shading
5.3.9 Use of lndentation and Tab Setting
5.3.10 Creating Newspaper Style Documents Using Column
5.3.11 lnserting 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

4.
4,1
4.2
4.3
4.4
4.5



5.3.13 Changing Default settings
5.3.14 MailMerge
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, lndex, 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 lntroduction 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
6.4.14lnserting Header and Footer
6.4.15 SpellChecking
6.4.16 Customizing Menu & Toolbars
6.4.17 lmporting form and Exporting in to other Formats
6.4.18 Pivot Table, Goal Seek, Scenario & Audit
6.4.19 Page Setting, Previewing and Pdnting

7. Databasg.System
7.1 lntroduction to Data, Database and DBMS
7.2 Basic Concept of Tables, Fields, Records, Relationships and lndexing
7.3 lntroduction 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 lntroduction to presentation application

8.1.1 Creating, Opening & Saving Slides
8.1.2 F ormatting Slides
8.1.3 Slide show
8.1 .4 Animation
8.1.5lnserting Built- in picture, Table, Chart, Graphs Organization Chart etc.

9. Web Technology
9.1 lntroduction to Web Page and Content Management System
9.2 lntroduction to HTML
9.3 HTML document

9.3.1 HtmlTags
9.3.2 Working with Text, Hyperlinks, lmages, Lists, Forms, Tables, Frames, etc.

9.4 Familiarity with Cascading Style Sheet, Rich Site Summary and social networking
9.5 Concept of Web seryer and Proxy server
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