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Questions
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I 20

I Computer Fundamentals 5

2 Operating System 5

a
J Word Processing 5

4 Electronic Spreadsheet 5
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1 qTeIRq' qtsT (Simple Interest) 2

2 sftfl( (Percentage) 2

J 3[qrd { qqrgtld (Ratio and Proportion) 2

4 tfr*,fuc (Unitary method) I

5 ertsd (Average) 2

6 alwfrEqH ( profit & loss ) 2

7 o.u. (L.C.M), q.s. (H.C.F) I

8 fira1 q{trrm-q ( Fraction & Decimal) 2

9 sril-qs( Indices) 1

*srvr+efr /urqrqEFT l5

1 r llq qFdR qf6-qH dQn qlt{qq{ I{il{u]"

frTfrmt, ?osq
5

2 +qrm+} mrffq Ercq G{ET, vtvr r eerfrq il6) 2

a
J ffi Tfr-d, {Fd6r-q, {i{Efr, qtfuslror 8

rrFtq qRqR qBqrr dfi qk{q F+rrur rrdqr anft rrur* aer {qFAe{6 ft {fud qRerr*t qrflfi {

1. Computer Fundamentals
1.1. Computer: - Definition, History, Generation, Characteristics, Types & Applications.
1.2. Overview of a computer system:-

1.2.1. Data and data processing

7.2.2. Hardware
1.2.2.1. Definition of Hardware
l.2.2.2.lnput 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
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1.3. Concept of Computer related threats (virus, worms, Trojan, phishing etc) remedies and
protection

1 .4. Computer Networking
1.4.1. Introduction to Networking
l.4.2.Types of Network (LAN, MAN, WAN etc)

1.4.3. Concept of E-mail / Internet / Extranet I lntranet, World Wide Web (WWW)
1.4.4. Familiarity with internet browsers (e.g Internet explorer, Firefox, Opera, Safari, Google

Chrome etc)

2. Operating System
2.1. Introduction to Operating System

2.2.Types of Operating System

2.3. Functions of Operating Systems

2.4. Windows
2.5.1. Introduction to GUI
2.5 .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
2.5.2.4. Windows applications: (e.g. Control Panel, Character Map, Paint etc)
2.5.2.5. Finding files of folders and saving the result
2.5.2.7 .1. Adding/Removing programs

2.5.2.8. Creating shortcut (icons) on desktop

2.5 Android
2.5.1 Introduction to Android
2.5 .2 lnstalling and remov ing programs

2.5.3 Google account and services

2.5.4 Networking/ Connectivity on Android (GSM,4G, Wifi and Bluetooth )

3. Word Processing
3.1. Concept of Word Processing

3.2. Types of Word Processing

3.3. Introduction to Word Processor
3.3.1. Creating, Saving and Opening the documents
3.3.2. Elements of Word Processing Environment (Menu, Toolbars, Status bar, Rulers,
Scrollbars, etc.)

3.3.3. Copying, Moving, Deleting and Formatting Text (Font, Size, Color, Alignment, line &
paragraph spacing)
3.3.4. Finding and Replacing Text
3.3.5. Familiar with Devnagari Fonts

3.3.6. Creating lists with Bullets and Numbering
3.3.7. Creating and Manipulating Tables

3.3.8. Borders and Shading

3.3.9. Use of Indentation and Tab Setting
3.3.10. Inserting ', Footer, Footnotes, Endnotes, Page Numbers, File, Page break, Section

ures, Charts, Word Art, Symbols & Organization Chartbreak, Graphi
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3.3.1 1. Opening & Saving different types of document

3.3.12. Setting Page Layout, Previewing and Printing Documents

4. Electronic Spreadsheet
4.1 . Concept of Electronic Spreadsheet

4.2. Types of Electronic Spreadsheet

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

4.4. Introduction to spreadsheet application
4.4.1. Creating, Opening and Saving Work Book
4.4.2.Elements of Electronic Spreadsheet Environment (Menu, Toolbars, Status bar, Rulers,
Scrollbars, etc.)

4.4.3.Editing, Copying, Moving, Deleting Cell Contents

4.4.4. F amiliar with Devnagari Fonts

4.4.5.Formatting Cells (Font, Border, Pattern, Alignment, Number and Protection)

4.4.6. F ormatting Rows, and Sheets

4.4.7 . Using Formula - ve Cell and Absolute Cell Reference
4.4.8. Using basic
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