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Paper | : Job - related Knowledge ( Full marks 50x2=100)
1.Computer Fundamentals
1.1. Definition, History, Generation, Characteristics, Types & Applications of Computers.
1.2. Overview of a computer system
1.2.1. Data and data processing
1.2.2. Hardware: Definition; Input Unit, CPU, Output Unit; Storage devices: Primary and
Auxiliary Memory
1.2.3. Software: Definition; Types of Software; Programming Language and its types
1.2.4. Firmware and Cache Memory
1.3. Concept of Multimedia
1.4. File Management
1.4.1. Physical structure of the disk
1.4.2. Concept of file and folder
1.4.3. Type of files and file extensions
1.5. Introduction to ASCII and Unicode standards

2. Operating System

2.1. Introduction to Operating System

2.2. Types of Operating System

2.3. Functions of Operating Systems

2.4. Command line operation (e.g. copy command, move command, command to view and
set different file attributes, etc.)

2.5. Windows Operating System
2.5.1. Introduction to Graphical User Interface (GUI)
2.5.2. Basic Windows Elements - Desktop, Taskbar, My Computer, Recycle Bin, etc.
2.5.3. Starting and shutting down Windows
2.5.4. File Management with Windows Explorer
2.5.5. Windows applications: (Control Panel, Character Map, Paint)
2.5.6. Finding files & folders and saving the result
2.5.7. Starting a program by command line operation
2.5.8. Changing Window Settings: Adding/Removing programs; Clearing the contents

of document menu; Customizing the Taskbar; Control Panel items

2.5.9. Creating shortcut (icons) on desktop
2.5.10. System tools: disk scanning, disk defragmenter, backup, restore, format



3. Word Processing

3.1
3.2.

3.3.

3.4.

3.5.

3.6.

3.7.

3.8.

3.9.

3.10.
3.11.
3.12.

Concept of Word Processing

Creating, Saving, Opening, Previewing and Printing documents; Changing default
settings

Elements of Word Processing environment (Menu, Toolbars, Status bar, Rulers,
Scrollbars)

Copying, Moving, Deleting and Formatting text (Font, Size, Color, Alignment, Line &
Paragraph Spacing); Finding and Replacing text; Setting Page Layout

Creating Lists with Bullets and Numbering

Creating and Manipulating Tables; Borders and Shading

Use of Indentation and Tab Setting; Creating Newspaper Style Documents using
Column

Inserting Header, Footer, Footnotes, Endnotes, Page Numbers, File, Page break,
Section break, Graphics, Pictures, Charts, Word Art, Symbols & Organization Chart
Mail Merge

Auto Correct, Spelling and Grammar Checking, and Thesaurus

Security Technique of Documents

Familiarity with Devanagari fonts

4. Electronic Spreadsheet

4.1.
4.2.

4.3

4.4

4.5

4.6
4.7
4.8
4.9
4.10
411
4.12
4.13

Concept of Electronic Spreadsheet

Organization of Electronic Spreadsheet application (Cells, Rows, Columns, Worksheet,
Workbook and Workspace)

Creating, Opening, Saving, Page Setting, Previewing and Printing Work Book;
Changing default options

Elements of Electronic Spreadsheet Environment (Menu, Toolbars, Status bar, Rulers,
Scrollbars)

Editing, Copying, Moving, Deleting Cell Contents; Formatting Cells (Font, Border,
Pattern, Alignment, Number and Protection); Formatting Rows, Column and Sheets
Using Formula - Relative Cell and Absolute Cell Reference

Using basic Functions

Generating Series; Sorting and Filtering Data; Summarizing Data with Sub Totals
Creating Charts

Inserting Header and Footer

Spell Checking

Importing data from and Exporting into other formats

Familiarity with Devanagari fonts

5. Presentation System
5.1. Introduction to presentation application



7.

5.2. Creating, Opening & Saving Slides
5.3. Formatting Slides
5.4. Slide Show
5.5. Animation
5.6. Inserting Built-in picture, Picture, Table, Chart, Graphs, and Organization Chart etc.
Database System
6.1. Introduction to Data and Database Management System (DBMS)
6.2. Basic Concept of Tables, Fields, Records, Relationships and Indexing
6.3. Introduction to database application
6.3.1. Data Types
6.3.2. Creating, Modifying & Deleting Tables
6.3.3. Establishing relationships among tables
6.3.4. Formatting and validating field data
6.3.5. Inserting, Modifying, and Deleting data
6.3.6. Creating, Modifying, Deleting and Using simple Queries/Forms/ Reports
Web Designing
7.1. Introduction to Webpage and Content Management System (CMS)
7.2. Designing Simple Webpage with HTML
7.2.1. HTML Document
7.2.2. HTML Tags
7.2.3. Working with Text, Hyperlinks, Images, Lists, Forms, Tables, Frames, etc.
7.3. Familiarity with Cascading Style Sheet, Rich Site Summary

Computer Network

8.1. Basic Networking: definition, types, and topologies

8.2. Connectivity and Media: Network Cables and Connectors

8.3. Introduction to Network Devices (Hub, Switch, Router, Gateway etc.)

8.4. Network Cabling and Cable testing

8.5. Familiarity with IP Addressing, subnet mask, gateway, Domain Name System (DNS),
static and dynamic address assignment

8.6. Application of Network utilities (e.g. IPCONFIG, PING, TRACERT, NSLOOKUP)

8.7. Concept of E-mail / Internet / Extranet / Intranet, World Wide Web (WWW)

8.8. Familiarity with Internet Browsers (Internet Explorer, Firefox, Opera, Safari, Google
Chrome, etc.)

Cyber Security

9.1. Introduction to Cyber Security

9.2. Common security threats: Social engineering; Distributed Denial of Services; Malwares:
Phishing, Spyware, Viruses, Worms, Trojans, etc.

9.3. Security Mechanisms
9.3.1. Identity and Access Control



9.3.2. Use of Firewalls, Intrusion Detection System (IDS) and Intrusion Prevention
System (IPS)
9.3.3. Email filtering
9.3.4. Use of antivirus software
Qo &g Hifq &1 ¥ F=arew (Relevent legislations and Institutions)
90.9 AT HAW giaig Ailq, 063
90.3 [a=ET HRER UF,20%3
90.3 HUTA UREEH qIT TETH HaedT HFAl [ATHCSH! Faedas qar
REEIEC]
90.% UTA UREET qdT TETH ALl HHA[ [AHdgeh! HH=RT (4T, 9T
a9 Fiqdn) fafraeree, 093
0.4 T HEATETH AHBT
90.4.9 JIRT, AT q9T AT HATAA
Q0.4 FER qIT AT Yiafa HATAA
q0.4.3 = gfaty faamT
90.%.%¥ HUTA UREEd qdT TETH Faedl FHFHAl [Aardds
Q0.4 Y WM =T gfafy &% T TENT Thlhd STal &% (Government

Intregrated Data Center )

Marking Scheme ( Objective)

Course | Topics Number of Questions Marks

Unit
1 Computer Fundamentals 8 16
2 Operating System 4 8
3 Word Processing 8 16
4 Electronic Spreadsheet 8 16
5 Presentation System 3 6
6 Database Management System 5 10
7 Web Designing 4 8
8 Computer Network 4 8
9 Cyber Security 3 6
10 | Relevant Legislations and Institutions 3 6

Total 50 100
The End
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Paper Il : Job- related Knowledge Full marks=100

Group A (5 x 10 = 50 Marks)

. Computer Fundamentals (1x10 =10 marks)
1.1. Definition, History, Generation, Characteristics, Types & Applications of Computers.
1.2. Overview of a computer system
1.2.1. Data and data processing
1.2.2. Hardware: Definition; Input Unit, CPU, Output Unit; Storage devices: Primary and
Auxiliary Memory
1.2.3. Software: Definition; Types of Software; Programming Language and its types
1.2.4. Firmware and Cache Memory
1.3. Concept of Multimedia
1.4. File Management
1.4.1. Physical structure of the disk
1.4.2. Concept of file and folder
1.4.3. Type of files and file extensions
1.5. Introduction to ASCII and Unicode standards

. Operating System (1x10 =10 marks)
2.1. Introduction to Operating System
2.2. Types of Operating System *
2.3. Functions of Operating Systems
2.4. Command line operation (e.g. copy command, move command, command to view and
set different file attributes, etc.)
2.5. Windows Operating System
2.5.1. Introduction to Graphical User Interface (GUI)
2.5.2. Basic Windows Elements - Desktop, Taskbar, My Computer, Recycle Bin, etc.
2.5.3. Starting and shutting down Windows
2.5.4. File Management with Windows Explorer
2.5.5. Windows applications: (Control Panel, Character Map, Paint)
2.5.6. Finding files & folders and saving the result
2.5.7. Starting a program by command line operation

%



2.5.8. Changing Window Settings: Adding/Removing programs; Clearing the contents

of document menu; Customizing the Taskbar; Control Panel items

2.5.9. Creating shortcut (icons) on desktop
2.5.10. System tools: disk scanning, disk defragmenter, backup, restore, format

3. Word Processin (1x10 =10 marks)

3.1.

Concept of Word Processing

3.2. Creating, Saving, Opening, Previewing and Printing documents; Changing default
settings

3.3. Elements of Word Processing environment (Menu, Toolbars, Status bar, Rulers,
Scrollbars)

3.4. Copying, Moving, Deleting and Formatting text (Font, Size, Color, Alignment, Line &
Paragraph Spacing); Finding and Replacing text; Setting Page Layout

3.5. Creating Lists with Bullets and Numbering

3.6. Creating and Manipulating Tables; Borders and Shading

3.7. Use of Indentation and Tab Setting; Creating Newspaper Style Documents using
Column

3.8. Inserting Header, Footer, Footnotes, Endnotes, Page Numbers, File, Page break,
Section break, Graphics, Pictures, Charts, Word Art, Symbols & Organization Chart

3.9. Mail Merge

3.10. Auto Correct, Spelling and Grammar Checking, and Thesaurus

3.11. Security Technique of Documents

3.12. Familiarity with Devanagari fonts

4. Electronic Spreadsheet (1x10 =10 marks)

4.1. Concept of Electronic Spreadsheet

4.2. Organization of Electronic Spreadsheet application (Cells, Rows, Columns, Worksheet,
Workbook and Workspace)

4.14 Creating, Opening, Saving, Page Setting, Previewing and Printing Work Book;
Changing default options

4.15 Elements of Electronic Spreadsheet Environment (Menu, Toolbars, Status bar, Rulers,
Scrollbars)

4.16 Editing, Copying, Moving, Deleting Cell Contents; Formatting Cells (Font, Border,
Pattern, Alignment, Number and Protection); Formatting Rows, Column and Sheets

4.17 Using Formula - Relative Cell and Absolute Cell Reference

4.18 Using basic Functions

4.19 Generating Series; Sorting and Filtering Data; Summarizing Data with Sub Totals

4.20 Creating Charts

4.21 Inserting Header and Footer

4.22 Spell Checking



4.23 Importing data from and Exporting into other formats
4.24 Familiarity with Devanagari fonts

Presentation System (1x10 =10 marks)

5.1. Introduction to presentation application

5.2. Creating, Opening & Saving Slides

5.3. Formatting Slides

5.4. Slide Show

5.5. Animation

5.6. Inserting Built-in picture, Picture, Table, Chart, Graphs, and Organization Chart etc.

Group B (56 x 10 = 50 Marks)

Database System
6.1. Introduction to Data and Database Management System (DBMS)
6.2. Basic Concept of Tables, Fields, Records, Relationships and Indexing
6.3. Introduction to database application
6.3.1. Data Types
6.3.2. Creating, Modifying & Deleting Tables
6.3.3. Establishing relationships among tables
6.3.4. Formatting and validating field data
6.3.5. Inserting, Modifying, and Deleting data
6.3.6. Creating, Modifying, Deleting and Using simple Queries/Forms/ Reports

. Web Designing
7.1. Introduction to Webpage and Content Management System (CMS)
7.2. Designing Simple Webpage with HTML
7.2.1. HTML Document
7.2.2. HTML Tags
7.2.3. Working with Text, Hyperlinks, Images, Lists, Forms, Tables, Frames, etc.
7.3. Familiarity with Cascading Style Sheet, Rich Site Summary

. Computer Network

8.1. Basic Networking: definition, types, and topologies

8.2. Connectivity and Media: Network Cables and Connectors

8.3. Introduction to Network Devices (Hub, Switch, Router, Gateway etc.)

8.4. Network Cabling and Cable testing

8.5. Familiarity with IP Addressing, subnet mask, gateway, Domain Name System (DNS),
static and dynamic address assignment

8.6. Application of Network utilities (e.g. IPCONFIG, PING, TRACERT, NSLOOKUP)



8.7. Concept of E-mail / Internet / Extranet / Intranet, World Wide Web (WWW)
8.8. Familiarity with Internet Browsers (Internet Explorer, Firefox, Opera, Safari, Google
Chrome, etc.)

9. Cyber Security

9.1. Introduction to Cyber Security

9.2. Common security threats: Social engineering; Distributed Denial of Services; Malwares:
Phishing, Spyware, Viruses, Worms, Trojans, etc.

9.3. Security Mechanisms
9.3.1. Identity and Access Control
9.3.2. Use of Firewalls, Intrusion Detection System (IDS) and Intrusion Prevention

System (IPS)

9.3.3. Email filtering
9.3.4. Use of antivirus software

0. 9¥g M, FTA T FHET

0.9 FEAAT FIAR Gidfg A, 09
90.} fagda FRER TF,30%3
90.3 YT UREEH qAT TaTH Faed HH1 [AlHdgsl Javaad qar Haaras
90.%¥ YT UREEH qIT TETH FGe] HH[ fAlFdgel HHAT (J4T, T aqdT
Gleem) fafaaamEedr, 09
0.4 TFIg HEATETH AHHT
90.4.9 JIRT, AT qAT AT HeATAT
Q0.4 FER qIT =T Yiafa HATA
q0.4.3 =T gfaty fq9mT
90.4.%¥ HUTA UREEd a9l TETH Faedl HFHAl [dafqde
q0.4.Y ftaa AT gfatd &% ¥ AXHRT Tahikd STel &% (Government

Intregrated Data Center)

The End



fefir =R ;- FPYER WIS qAe0 JAq0 Fqaial (0§ - 50)
&) PIYR TANCHE TO&T  (JUITg :— ¥0)
Practical Examination Scheme
S.No. Topics No. of Marks Time
Questions (Minutes)

1 Devnagari Typing 1 5 5

2 English Typing 1 5 5

3 Word Processing 1 12

4 Electronic Spreadsheet 1 12

5 Presentation System 1 5 35

6 Database Management System 1 6

7 Web Designing 1 5

Total 7 50 45
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