SYLLABUS TEST-1(Computer Awareness Test)
Max. Number of Multiple Choice Questions: 50

Time : 50 Minutes

Note: Each Right answer will carry 0.5 marks and wrong answer (0.125 marks) i.e. negative marking ratio will be 4:1

Section-A

Introduction to Computers :  Components, Applications and Characteristics.  Memory : Primary & Auxiliary memory, various types of programs, Operating System, Compiler and Interpreter                                                                                                                   (3)

Devices :  Printer- Line, Dot Matrix, Laser, Ink Jet, Floppy, CD-ROM, Flash Disk, Keyboard, Mouse and Modem                                                                                          (2)

Windows : Introduction to Graphical User Interface, Desktop & various shortcuts on it and taskbar.  Window Explorer (file & folder operations: cut, copy, paste, move): control panel.  Types of documents (.doc, lxis, .ppt, lpdf, .txt, lbak, jpg, .bmp, .gif, .tiff etc)

(5)

Section-B

MS Office:

MS-Word : Creating, opening formatting (bold, italics, underline, sequencing items, paragraph alignment) and saving a document.  Managing Data inside a table, creating and customizing labels and mail merge.  Arranging the page set up before printing. Various shortcut keys.                                                                                                                     (4)                                                                                                                                                                                                                                                                                         

MS Power-point:  Creating, opening, formatting (bold italics, underline, sequencing items, paragraph alignment, color schemes) and saving a presentation, applying themes, slide transition styles, timing.  Various views in a presentation and their usage.  Designing a slide show.                                                                                                     (3)                                                                                                         
MS Excel :  Creating, opening, formatting and saving a worksheet.  Various shortcut keys, Graph plotting/charting techniques.  Usage of various formulae viz. Mathematical, financial,statistical                                                                                                             (3)                                                                                                

Section-C

Computer Communication and Internet:

Network Types(LAN/MAN/WAN), Data Transmission, History and introduction to IInternet, Internet, Browsers, Usage of Search Engine (for searching a topic/site of interest) and E-mails, chat and Instant Messaging, Managing downloads.                                                                                                                                

                                                                                                                                          (5)

Syllabus Test-II

Sub Test 2-A (Based on Data Entry in MS Word)


Max. marks: 20  

 Time : 20 Minutes

Text of length of 1200 words will be given to each of the candidate.  Candidate will be evaluated on the basis of typing efficiency (speed and accuracy).  Scale of evaluation is given as under:

Marks obtained=No. of correct words/60

Minimum Pass Marks : 10
Sub Test II-B (Based on Data Entry in MS-Excel)

Max. Marks: 10

Time: 10 minutes

20 records each of 30 fields(one word per field) will be given to each of the candidate.

Scale of evaluation is given as under:

Marks obtained=Total No. of correct fields /60

Minimum Pass Marks : 5
Sub Test II-C (Based on Data Entry in Power point)

Max. Marks: 10

Time: 10 Minutes
Each candidate is required to prepare 10 slides each of 60 words.  Scale of evaluation is given as under:

Marks obtained=Total No. of correct words/60

Minimum Pass Marks: 5
