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Section (A)

Computer Fundamentals

11
1.2
13

14

Computer :- Introduction, Characteristics, Types and Applications of Computer
CPU: Arithmetic Logic Unit, Control Unit, Memory Unit

Devices: Primary Memory (RAM, ROM, Cache, Register) & Auxiliary Memory
(Floppy Disk, Hard Disk, Compact Disk, DVD, Flash disk)

Software:- Definition, Types of Software and Programming Language

Operating System

2.1
2.2

Introduction, Types and Functions of operating systems
Basic components of the operating systems
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2.3
2.4

2.5
2.6
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Concept of file, folder, shortcut, desktop, etc.

Introduction to the Windows Family of Products and Unix Family of Products,
Installation, backup, recovery and optimization of operating system, Managing
information storage, disks and partitions, Managing Directory service, Users,
Groups and Permissions, Managing Network Printing, Sharing file, folder, printer,
application, etc.,

Installation and configuration of device drivers, applications, fonts

Identifying and managing Security Threats to Operating Systems

Word Processing

3.1
3.2
3.3
3.4
3.5
3.6

Opening, Creating and Saving documents in different formats

Elements of MS Word (Menu Bar, Tool Bars, Status Bars, Rulers)

Copying, Moving, Deleting and Formatting Text (Font, Color, Size, Alignment)
Printing and Password Protection of Word Documents

Working with Tables

Customizing documents (Bullet and Numbering, Header and Footer, Footnotes
and Endnotes, Page Number, Page Break, Section Break, Word Art, Organization
Chart, Inserting Picture and Symbols, Creating Columns, Printing Area)

Electronic Spreadsheet

4.1
4.2

4.3
4.4
4.5
4.6
4.7
4.8
4.9

Creating, Opening and Saving Workbooks

Elements of MS-Excel environment (Cell, Rows, Columns, Menu Bar, Tool Bars,
Status Bars, Rulers etc.)

Copying, Moving, Deleting Cell Elements (Font, Color, Size, Alignment)
Formatting Cell Elements (Font, Border, Pattern, Alignment, Number, Protection)
Formatting Row and Columns

Using Formula and basic functions

Generating Series, sorting and filtering

Creating Charts

Printing and Password Protection of Excel Worksheets

Section (B)

Presentation System

5.1
5.2

Introduction to presentation applications
Creating, Opening & Saving presentation, Formatting Slides, Slide Show and
animation, Inserting Built-in picture, Table, Chart, Graphs, and Organization
Chart etc., Exporting and printing slides

Database Management System

6.1
6.2
6.3
6.4

6.5

Introduction to Database and Database Management System

Basic concept of Tables, Fields, Records, Relationships and Indexing,
Introduction to database applications

Common data types, Familiarity with Structured Query Language statements for
manipulating database objects and information from database,

Creating, modifying and deleting queries/ forms/reports

Web Technology

7.1
7.2

Introduction to Web Page and Content Management System
Introduction to HTML , HTML document, Html Tags, Working with Text,
Hyperlinks, Images, Lists, Forms, Tables, Frames
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7.3 Familiarity with Cascading Style Sheet, Rich Site Summary and social networking
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7.4  Concept of Web server and Proxy server
7.5  Social media in governance

8 Hardware Maintenance and Troubleshooting

8.1 Hardware Maintenance :

Configure and apply BIOS settings , Motherboard
components, their properties and purposes (RAM slots, Chipsets, Jumpers, CPU
sockets, etc) , Installing and configuring expansion cards (Sound cards, Network
cards, Graphics cards, etc) , Installing and configuring storage devices , Types and
features of display devices (CRT, LCD, LED, Plasma)

8.2  Troubleshooting of computer and its peripherals (keyboard, mouse, printer,
scanner, speaker), Troubleshooting of connectivity (cables, network, etc),
Troubleshooting of memory, processor, storage, display, Troubleshooting of

operating system and application software

9 Actand Policy

9.1 Electronic Transaction Act, 2063
9.2 ICT Policy and IT related agencies
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Y. JedH AT, yeI9R (Weightage) IS8T fqaor

S. No. Topics No. of questions | Marks | Time
1. Devnagari Typing 1 10 5
2. English Typing 1 10 5
3. Word Processing 1 10
4. Electronic Spreadsheet 1 10
5. Database Management System 1 4 35
6. Presentation System 1 3
7. Webpage Designing 1 3

Total 7 50
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