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. Computer Fundamentals
1.1 Introduction to Computer
1.2 Computer Peripherals (Input, Output and Storage Devices-Primary and Auxiliary)
1.3 Central Processing Unit and its components
1.4 Computer Software and its types
1.4.1 Operating System and Microsoft Windows Environment
1.4.2  Utility Software.
1.4.3 Packaged Software and Tailored Software

Internet and its Services

2.1 Introduction to Computer Network
2.2 Communication Media (Guided and Unguided)
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2.2 Network Topologies (LAN, MAN, WAN, PAN)
2.3 WWW and its services
2.4 Fundamentals of Email
2.5 Introduction to Network Devices (Hub, Switch, Router, Gateway etc.)

3. Computer Security

3.1 Introduction to Computer Virus

3.2 Symptoms of Infection by Computer Virus

3.3 Introduction to Antivirus

3.4 Physical Security and environment of a computer room

. Word Processing (MS-WORD)

4.1 Opening, Creating and Saving documents in different formats

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

4.3 Copying, Moving, Deleting and Formatting Text (Font, Color, Size, Alignment)

4.4  Printing and Password Protection of Word Documents

4.5 Working with Tables

4.6 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 (MS-EXCEL)
5.1 Creating, Opening and Saving Workbooks
5.2 Elements of MS-Excel environment (Cell, Rows, Columns, Menu Bar, Tool Bars,
Status Bars, Rulers etc.)
5.3 Copying, Moving, Deleting Cell Elements (Font, Color, Size, Alignment)
5.4 Formatting Cell Elements (Font, Border, Pattern, Alignment, Number, Protection)
5.5 Formatting Row and Columns
5.6 Using Formula and basic functions
5.7 Generating Series, sorting and filtering
5.8 Creating Charts
5.9 Printing and Password Protection of Excel Worksheets

. Database Management System (MS-ACCESS)
6.1 Introduction to data, database and DBMS
6.2 Basic Concept of tables, forms, query
6.3 Data Types of MS-ACCESS
6.4 Creating Modifying and Deleting Tables/Forms/Reports

. Presentation System (MS-Powerpoint)
7.1 Creating, Opening and Saving Powerpoint Slides
7.2 Adding, Editing or Deleting riew/existing slides
7.3 Slideshow and Animation
7.4 Inserting Clip arts, Pictures, Tables, Charts, Graphs, Organization Charts etc.
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S. No. Topics No. of questions | Marks | Time

1. Devnagari Typing 1 10 5
2. English Typing 1 10 5
3. | Word Processing (Ms-Word) 1 12
4. Electronic Spreadsheet (Ms-Excel) 1 12 35
5. Database Management System (Ms-Access) 1 3
6. | Presentation System (Ms-Powerpoint) 1 3

6 50
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