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i:.ASICS Of AUTO CAD {CIV IL) 

y6N6RAL INFORMATION 

:1 . NRVL4.t of the eol,.(rse 	 short-TernVP~rt-TII'\\e col,.(rse tvo.. 
"Ba~L.cs ofAuto CA~ (ctvtl) 

3. 	 &~1:::1 ~LW&..e~ttovo.. 

.... . Age 

s . 	 Total Nl.(mber of ttOI.(r5 .300 l-'101.(1'5 

of col,.(rse 

G. N~.<l'\\ber of l1ours.!datj 

T · 	 Fac~.<ltl:1 

R. 'Bat:cl-'1 stze 

certtfl.C.attoll\. 	 'Btj ~ept. ofnch. 6d~.<canovo.., vocattovo..aL .§ tvo..dusttial3· 
natvo..t~, S~.<vo..dtt'li\.Qgar Hi.~ch~L PY~desh 

1..0. Fee 	 RS. 12001- for COmpLete col,.(rse of G MoVI.th~ 

u . objecttve o+ COL.<rst 111e o~ecttve of thts co~.<rse Is to teach 

tr~~JI\.tts the basi.c COl'\\~~ avo..d tools 

Jl\.tcessar1:1 for professtovo..al2t> drawt~, destgvo.. avo..d 

drafH~ us!.~ A~.<toCAt>. 


Af\:er col'\\pLett~ this co~.<rse trai.JI\.tes wttl be Glble to 


• 	 1..-tSt A~.<toCAt> for dG!Ut! -professl.oJI\.&Il work£.~ 
process. 

• 	 vtvo..derstavo..d the covo..cept avo..d techvo..l.ques to dYaw § 
CYtQU 1'1.\uLtl.-ple dtstgiii.S 

• 	 tG~Iu l:lst sR.i.Ll foY sulrli.~ 61'1.\pLow\4-.eii\J: 1.11\. £10\lt. 
sectorfl>rtv~:~u sector or start thetr owvo.. ve~~~.tures. 

f)e-s.··~"'( Q ~~ ·. >'-'. . f\rryl'i-\ ~ ~\-..n"\'1> \u' 

~~"t..v, .>~v-t.{lo-< 


4'>....-·\ · \"T\ ~~CuJ, 


D~~"'""' .s.-.~o \JI'\. l ~~ 




BASICS Of AL.1.TO CAD (CIVIL) 

syLLAl?kiS 

t.-tNIT:1.: INTRDDt.-tCnON TO COM'Pt.-tTCR.AIDSD D'RAFnNc:; (CAD) 

t.-tNIT2: D'RAFTlNC11'DRAWINC1 TOOL..S 

t.-tNIT3: MODIP(INC1 TOOL..S 

1.-tNIT -+: DIMSNSIONINC1 PRAC11CS 

t.-tNIT5: PR.O'PSR.116SOF AL-tTO CAD 

t.-tNIT b: INTR.ODIA.C110N TO 3D MOD6LLINC1 

!A.NIT7": 3D SOLID MODSLLI Nc:; 

1.-tNIT 1?: L-(56 OF AIA.TO CAD IN "St.-tiLDINC1 DSSIC1NINC1 .§MO}:)SLLINC1 

Nott: 

./ No C01.(Yst MAttrtal wi.Ll be prepAre~ Av..d SI.('Jlpl.LW b~ DT6 


./ The wei-9htAge for 111tor~ Av..d PYAc.ticAL6AAMoUII\.QlLoiiiS AS follcws. 

Q. 'PRACTICAL -TO~ 

b. n-tsoR.y - 30~ 

* * * 
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D6TArL6'D s yLLA"BL1.S 

(TH-60RY) 

UNIT;L: INTR.Ol?ktCTION TO COMPktf6R.AIJ?6'D DRAFTING (CAD) 

• 	 11/'J:yoctl.(eti.o"" to Auto CAl), ct~eloper of Auto CAD, tii'Jti.al Q~ stable release of £tl,.(to CAl) a~ 
f-ti.stOrlj ofAl,.{tO CAD 

• 	 Actvttll\.tage.s, Dl.sttctvall\.tttge, avtttlabi.Lttlj of ttuto CAD til\. vaYi.ot.<.S la~I.(Qge.s§ ttppltettti.ol!\. of 
Auto CAD 

• 	 Startt~ Al.(to c.A:D, fi.(~G!YIIltll\.tttls ofAl.(to CAD, \IQYLOL-<.5 features of Ql,.{to c.A:D 

• 	 Dptl!\.i..~ Gill\. exl.stt~ Drttwt~ fi.le, savt~ Qfi.le, 

• 	 wor~~ wttn worR.spaee 
• 	 li.tte bar, ~ti!\.U bar, sta~arct tootbar, etc 

• 	 r..tse of fui!\.CtLol!\. lu!::j.S § Snortcl.(t lu!::j5 Lll\. Al,.{to CAD 

• Dtfferell\.t stz.e.s of-paper usect Ll!\. Al.(to CAD 


• ortnogra-pnte -prqjectLol!\.- COI!\.Cept tt~ t~-portQI!\.Ct of ortl-logrc.pnte Prqjecttol!\. 


It 	IT 2:J?RAFriNGil?RAWING TOOLS 

c;eo~etne co~~~.Strncttol!\. r..tst~ ctrawtoolbar(co~~~' co~t tt~ proeectl.(re) 

• 	 Ul!\.t, -polljlLII\.t, § COI!\.Strnctto"" tt~, 

• 	 ~tlt-pse, et.Lt-psearc,§ ctol,.{ct, 

• 	 ctrcle {TTR. 02P§ 3P), §arc 

• 	 'Polljgo11\. §recttt~ le, 

• 	 t-tatcn § grQ~I.tll\.t, 

• 	 Potll\.t § ~rkWe-t 

kiN IT3:MODIP(ING TOOL 

ectttt~ tne geo~tic. co~~~&trl,.{cttol!\. r..tst~ ~cttfl:1 toolbar {co~~tt~, coi!\.Cept tt~ -proeectl.(re) 

• 	 ~rase, cop!::j §~ove, 

• 	 nt~, offset§ arra11, 
• 	 exte~ §stretcn, 

• 	 Ftllets § Cha~fer, 

• 	 r..tse of blocR.. ·create, e~tt a~ LI!\.Strt, 

• 	 .zoo~§ -pall\. 

' ,- ~ ~'M6NSI-' .:..:.___: PRAC_,,. .... 

Ap-plljt~ ctt~tiii&Loiii.S to vanous vl.ews (CO~~"~' coi!\.Ctpt a~ procectl,.{re) 

• 	 lJ.~Qr§A~I.(lar, 

• 	 Obllql.(t § cov.tti!\.UOUS, 

• 	 R.&~cttat § e~tt~~ ~t~III.SLol!\. 



UNIT S:J>RQP~TI6S OF A!d.TO CAP 


wor~t~ wttn ~roperttes ofAL(.to CAl) (eoii\.Gept a"'-G( ~roct~L(.re) 


• LiY~.t color, 
• Lil'l.l w~tk, 

• LiY~.t t~e, 

• ua~er §~L(.tHlea~er, 

• Ulf:jtY- create, ~o~t.fl:1 etc, 
• ~~tSt.~ lal:jer !."" ~t.ffere~ wor~neet, 

• nxt st~ le, 

• Di.~II\SLo"'- st1:1le 
• M-tea~er stl:jlt 

UNIT G:INIR.QDLA.CTION TO 3D MQP.,6LLINCi 

• wn~ to L(.Se 3i), 

• l~ro~L(.cHo"" to 3D Mo~elU~ works~ace, 
• "E.ast.c 3D vt.ewl.~ tools, 
• 3D 11\.QV~QtLoll\. tools, 
• 111\.tYO~L(.CtLO"'- to L{C.S. 

• cteometri.cal ~~etlt~ 
• wt.refra~ ~~ell!.~ 

• surface ~ei.U~ 

kiN IT 7 :31? SOkiJ? MOD~LL!N.fi 

~asi.c ofsol~ ~~eLL!.~ i.MIM~l.~ eoMept a"'-G( ~roce~L(.re oftke foLLow!.~: 

• ~OX, 

• s~nere, 

• c~ ll."'-G(er, 

• we~ge, 

• Torus, 
• 1.{11\.!.0II\., 

• 111\.terstct, 
• RlgLoll\., 

• Area, 
• sxtru~e, 

• Rtvolve, 

UNITS?: IJCC "~F AIJ-rr'l CAP(:'""~..,.,..., ..... "t>lll/ '!"l~r, '!"~Sf~ ... ~~ ~MQ~~· I·~ 

• Metno~ of~r~ectt.o"'-, lso~etrt.c Pr*ctl.o"'-, coMept a"'-G( i.m~ortaii\.GI! of lso~etrt.c ProjectLoll\.. 
• 	 Pla"'-, vt.ews, sectt.oii\.Ql vl.tws. 

51 J g c 



• 	 MttSOYI.t'tj "&ui.!.dt.~ot.YI.t, t~es t:~lll.d ttjpL.c.~:~L cr-oss secti.o""' showl.VI-0 all ~etaUs ofjotY~.ts 
• 	 Arches t:~lll.d ~Ls, ~eft....LtL.o""', ttjpes alll.d cr-oss sectL.o""' showl.VI-0 t:~LL ~etaUs 

• 	 statrs, ttjpts of statrs , cr-oss sect!.o""' of vt:~rL.ous t~es of sta!.r-s, r!.se , trea~ t:~lll.d stope 
spec!.ftc.ttti.o~ 

• 	 Doors~ wtlll.dows, ttjpts of~oor ~ wl.lll.dow - -plc.t""' alll.d cross secti.o""', sl.ze of~oor t:~lll.d wl.lll.dows. 

'*" 

DV>\(lWJA a~ ~' 
:;::::..--

~~ ~ M\r~~· 

~f/L tSUJ\""(loA. 

6 1 age 



syLLAlSkiS -PRACTICAL 
kiNIT ;(,;INTRDD!A.CTI ' · · ( .~,. "''-' \ 1- 1-x.- t= l.....,., 1 •• ,;i (CAD} 

• worRL111.0 wttk wor~pace, 
• Tttlt bar, ~~M-C. bar, stQ~ar~ toolbar, ett.., 

• t-<>L.111.0 r~A..D~t Lll\. Auto CAt:~ 


• optlll.i""0 Clll\. extstt~ Drawt~ ftlt, savt~ a {tlt 

• 'Practtce Oil\. ~yawL.~ bastes geo~etr1:1 

• creati~ prttieettoll\. plall\. 


• ortkograpktc projtctioll\. 


• Free ka~ sR.ttcht~ 

. l" r-2:MR.FPN~R.AWIN("' ._':)QL.S 


CjtOMetrtc coii\Struettoll\. t-<>L.~ ~raw toolbar (eO""-""-"~' coMtpt a~ proet~ure) 


• Ull\.t, pol!:jllll\.t, § Coii\.StY~.<.ettoll\. LLII\.t, 

• 6lLL.pse, 6U.L.pse are,§ CloUliC, 

• ctrelt (TTR. 2'P § 3'?), §arc 

• 'Pol!:jgOII\., reeta~lt, 

• Hatek § gra~L.t~M:, 

• Pot~§ lo\1.Qrk text 

Jd..t:::t!I ""2 • " _.-;:."+Ill I.,- .....,.....,,......, 

6~ttL.~ tl-1~ geometric. cov.structtoll\. t-<>L.~ ~o~tft::~ toolbar (coMMa~, coMtpt a~ proct~ure) 

• srase, cop!::J § ""-OVt, 

• Tti~, offs.tt § arra!:j, 

• 6xtt~ § strett..h, 

• Fi.Lltts § c.ha""-f~r, 

• t-<>e of bloc~ - cyeatt, e~L.t a~ tll\.sert, 

• Z..OOio\1.. §pall\. 

ld.NIT=t:DIM6NSIONING PRACTIC6 

Applt::~L.~ ~~v.stoii\.S to vatio~.<.S vtews (Co~~a~, eoMtpt a~ procwure) 

• Ull\.tl.lr § A~ular, 

• Obl.iq~.<.t § Co~L~M-C.OI-<.5, 

• Ra~!.al § 6~Ltt~ ~t~V.SLoll\. 

.killiT5:PRPP~TI~S o.r_:i_ 0 CAP 

worR.t~ wttn pYopel'ttes ofAuto CAt:~ (coMtpt a~ procwuye) 


• LL.II\.t color, 

• Ull\.t w~tk, 

• Li.ll\.t t11}1t, 

71 P a g .. 



• 	 Ltader § ~w.LtiltQder, 

• 	 UtjtY- ereatt, ~d~f~ ttc, 

• 	 1.(51.~ Latjtr tV~- dtfftreVI.t worR.sneet, 

• 	 nxt sttjll, 

• 	 DL~II\Si.QVI. st~lt 

• 	 M-leader stt~Lt 

• 	 Ut~er- creatt, ~odtft~ etc, 

• 	 w.st~ latjtr LV~- dtffereVI.t worR.s11eet, 

• 	 Te.K.t St!:jle, DL~tii\SLOVI. Sttjll, M-Leader St!:jlt 

• 	 IVI.trodw.ctioV~- to 3D Modell~~ worR.s-p~ce, 

• 	 "B~sLc. 3D vi.ewt~ tools, 

• 	 3D ~v~ati.D..... tools, 

• 	 IVI.troducti.D..... to t-tCS. 

• 	 c:;eo~etrteal madellt~ 

• 	 wi.refra~ madelli~ 

• 	 surface ~deltt~ 

.kib:L1I- - SOLID MOJ?~LLINt;; 

worlr<.t.~ wttn t11e soltd ~odeLL!.~ £.Mlt.u;(tll\.0 eo.....ce-pt aVI-d -prooedure ofHte foLLow!.~: 

• 	 "Box., 

• 	 spl1ere, 

• 	 c~UVI.der, 

• 	 Co.....e, 

• 	 wedge, 

• 	 Torw.s, 

• 	 IA..V\.I.oV~-, .§I Vl.tersect, 

• 	 Rtgl.o..... §ArtQ, 

• 	 E.K.tn..c.de .§ReVolve, 

klNIT S?:ki.56 Of AklTO CAD (2D §3D) IN "B!A.ILDINc:::j D~Sffjt-"~' ..... ~MQJ:)~LLL~ 

• 	 Mtthot:t of-projeeti.D....., lso~rLc. '?r~eett.o....., eo~t~~ ~-porta.....ce of rso~ 'Pr£?jeetl.oV~-. 

• 	 'Plt:~ll\., vtews, secti.D~t vtews. 

• 	 Mt:ISOVI.Ytj "Butldi.""9._)otv..t, t~-pes aVI-d tl:j'PLc.~L cross secti.DVI. snow!.~ aLL detai.ls ofjol.lll.ts 

• 	 Arches aVI-d tJ.v..tels, d~w....., ttj-pts aVI-d cross sectw ..... snowt111.0 aLL Gtetatls 

• 	 statrs, tl:j'Pes of stai.rs , cross secti.oV~- of vari.ow.s tl:fPes of stai.rs, rtse , tread ~VI.d stope 
s-pectft.e~tl.ol/\6 

• 	 Doors.§ wt~ows, tl:j'Pts of door.§ wi.~ow - -pta..... ~ Vl.d cross sectl.o..... , stze ofGtoor aVI-d wi.VI.dows. 

* * * 

8 a g c 
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--- --
Sr. l!\d2, I opl.cs ALI.ottect ALtotte~ ~ 

~ ~~rR.s 

I.A.NII: 1 INTR.OPI.-{CnON TO 

I? 1-2. 
COMPl.-{"fER. AID6t:> DRAmNC. 2 -4

(CAD) 

Ut:{II 2 DRAmN<=;IJ)R.AWI NC. TOOLS 
I GO 

20 3-J

kiMIT~ MOPIF'(INC. TOOL 
GO 

20 &'-:1.2 

u.Nr r i' 1 PtMSN.stoNtNC. PR.Acnce 
-+I? 

I l.G 13-l.G 

k1.M!I 5. I PROP6R.n6.S Of= AI.-{TO CAD 
2-+ 

I I? :l.T-:1.&' 
I 

UNIT[, INTR.ODI.-{CTION TO 3D MOD6LLINC. 
2-4 &' 1.J-20 

kLN.ITJ" 3D .SOLID MOD6LLINC. 
2-9

I? 2:1..-22 

IANITi ~6 OFAI.-{TO CAD (2P§ 3D) IN 

"B-1.-{ILPINC. P6SI<=;NINC. § 3G :12 23-2G 

MOP6LLINC. j 

I IQtg_b ~ lQQ 2G • 

_j 

9[Pn ~ c 



SCH6ME; Qf E"YAUA.ATION AND PATI£RN Of QM.6STION PAP6R. 

T tl60R.Y 6XAMINAnON 
MM. 

Mt:lr~: Ml.ll\.. Mt:l~ to pt:~ss: 
1.00 "'f-0 

sr. 
NO. 

1. 

2 

3 

+ 

5 

f> 

T!:jpt oftne 
Ql;(.esti.o~ 

Fl.ll """ tne blt:l""~ 

M&~tc~t~ t~t pt:~l.rs 

MtA.lti.p tl c n ol.u qtA.esti.oiii.S 

TYUt or F&~lse 

o~~~.e or TWo ttll\.t 
descrl.ptl.ve tl1Pe 

qtA.tstLoii\.S 

s~ort """swer 
descripttve tljlle 

qtA.tsti.oii\.S 
(Eit:~cn qtA.esti.o"" wtLL 

~t:IVt two SCA.bdtv't.Si.oii\.S 
OtA.t of w~l.cl-1 011\.t I-t&IS to 

bt t:III\.SWtrtd) 

No. of q_utStl.o~ 

w 

w 

10 

10 

1S 

f> 

Mt:~rR.&ptr Total 

q~.ttsti.o~~~. ~ru 

1. 1.0 

1. 1.0 

1 10 

1. 1.0 

2 30 

5 30 

IO I Pag\0 



PRAC.IlC.AL eXAMINATION 

M~)(. M~rks: 100 Ml.v... M~rks to -p~ss: 50 

Dtstri.but~v.. 


ofM~rks: lv.. t~e PYacttc.~L sx.aw.Lv..at~v.., Ql.<tSt~v..Paper s~ou~ be 

t.e. Pt~ytA con;~.:pmt~ 3 "'uest~Y~..S 

L. 
l.t. 
i.~t. 
tv. 

Payt 'R. col'lo(.-prtst~ 2 questl.oii\.S. 

PtlytA 
p~yt't; 

vLv~-voc.e 
Rtcorc;( Note 

30 

bO 
05 
05 

M~rks 

Marks 
M~rks 
Marks 

Tot:QL WOM~rks 

Not!: 

Rtcorc;( Note s~oulc;( be flav..c;( wrl.tteVI/COMPL.{T6R.IZ.cD. Sttcl-1 t;(trel.se snou~ state clettritj 

tV!e atm of tV!e t;(eretse, PYoeec;(ure foUowec;( (~ow to c;(o ~e t;(trcise, sequev..ce ofsteps) av..c;( U:.s 

out-put. 

*** 

I l l P a g c 



·OffiC6 AL1.TOMATION 

f16N6RAL INfORMATION 

:1 . Nan...t of the Co&.c.rse 	 short-nrnV'Part-nn...t Co~.trse t"" 
"OFFIC6 AvtTOMAnON" 

Three Mo~hs (150 Hours) 

3 . 	 6~r1:1 QuliLLfLC.t~t:io"'-

-+. 	 A9e 

s. 	 Total N~.tmber of Hours 
of Course 

6 . Nu~ber of ho&.c.rslctal1 

y.. FaeuLtl:j 

~. "B.ateh stze 

,. certtfieatt.o"" 'B-I:j t>tpt. of nch. 6~ueati..o"", voeaHoii\.Ql § r~ustrtQt 
TratV\.1.111.0, S&.c.~eYII\.agar t-ttmaehaL l>r'a~esh 

10. Fee 	 R.S. ~001- for c.o~-plete Course of3 Mo~hs 

:1 :1. objec.ttve of Course 	 mat"" objec.ttve of thts eo~.trse ts to t~-port the 
I<.Mwlect9e of bast.cs of co~-puter, tts worR.£111.0, eo~-plete 

I<.Mwlectge ofoffc.u -pael<.a9e LII\.Cwctl.""0 MS-WOR..t:>, MS 
&xcet, MS- Power'Po~~' MS Access a~ r~rll\.tt •, so that 

tra£11\.tes are able to eWter talu test si<.LLL for see1<.t111.0 
6~-plo~:jn....tllll: t"" £:10\lt. sector!'Private sector or start 
thetr ow"" vell\.tures. 

E:.~ . 	 N'-Yl~ ~ 12 1 a g c 

~~l.' ·~ 
~C>v~ · ' "'' ~~ 
~··~-\-\ · ~\'O'f'\0\..Ut l \iY) 



OffiC6 AktTDMATION 

syLLAl?kiS ( :LSOHrs.) 

UNIT:1: 	 "E.ASIC.S OF COMPU~ 

UNIT2: 	 OT>~RAnNc:; sys~MS 

MS-WINt>OWS § LINUX 

UNIT3: 	 OFFIC~ APPLICAnONS - I 

MS OFFIC~: MS-WORD 

OT>~N OFFIC~: WRI~R 

UNIT .of-: OFFIC~ APT>LICAnONS - II 

MS OFFIC~: MS-~XCE'L 

OPeN OFFICE': CALC§ MATI-t 

UNITS: OFFICE' AT>T>LICAnONS - Ill 

MS OFFIC~: MS-ACCeSS 

OPeN OFFICe: "E.ASc 

UNIT6: OFFICE' AT>PLICAnONS- IV 

MS OFFICe: MS-POW~RPOINT 

UNITJ': 	 IN~R.NcT§ADVANCeD COMMUNICAnON 

./ No Cowrst Mattri.l.ll wtll bt }ll'tpQYe(..( Q~ sw-ppUt(..( bt1 t>OTe 

./ Tilt we~..,tAee fo~' "nleort1 a~ PYe~cti.cal 5XQ~ti.oii\.S e~s follows. 
a. MS WINt>OWS A~MS OFFIC5 	 - TO'f! 
b. LIN!AX Q~ OP5N OffiC5 	 30'f! 

* * * 

13 IPa be 



DE;TA!LE;D syLLA1SVlS - Tt±SORY 

UNIT 1.: l?ASICS Of COMPk(["6R.( g'ttys.) 

111\troctuctl.oll\. to Co~puttr: Dtftll\.i.tl.oll\. - t-ttstor11 .§ c::;e~rt:~t!.oll\. of Co~puter (Fro~ H.rst to S 11 ) 

AppL!.c.t:~t!.oii\.S of eo~pwter - AGtv&~IM:ages of eo~pwter- nrw..s re~teGt to Co~pwter - ~t:lr&~cttrtst!.c.s of 


eo~puter: spew, stort:~ge, vers&~tL.Ltt!:j &~11\.ct Dt.ltgeii\.Ct - t-tarctware § software. 'B-Loc"' Dl.agrt:~~ &~11\.ct 


Wor"'L.~ 'Prl.II\.CL.plt of Co~pwttr - T!:jpts of Co~pl.(ter: 011\. ti-le 'Boasts of Woml.~ - AII\.Gilog, D~Ltal § 


1-t!:jbriGt, 011\. ti-le "Basts of Si.zt- MaLl/\. fret~, MtliiL Co~pwttr, Sl.(per CO~pwttr, Wom statLOII\., Mi.c.ro 


co~pwter, Des"'top co~pwter, Laptop eo~pwter, 'Pal~top Co~pwter; Oil\. tne b&~sts of 'Processor - XT, AT 


§'Pel!l.tiw~ (1.3, t.s, l:r); 


Me~rl:j: !Av..Lt:s, ~rtsell\tatLoll\., T!:jpts-~rl:j ~t~Y!:j: RAM, ROM, 'PROM, El>'RDM, E6'PROM, 


DDR. secoll\.ctarl1 ~~r11: t-tarct ctts~ CD, DVD, "Slwe r&~!:j Dtsc, 'Pel/\. DrL.ve Magll\.ttL.c tape.§ z..L.p cttsR. 


C'PL-1.: Co~po~ll\.t:s of C'P!A - Mot~er bo&~rct, l-t£lrct ctts~ RAM, ROM, 'Processor, SM'PS § Co~cti~ 


wi.re- c::;r~ni.cs e&~rct, sowil\.ct e&~rct, Netwom e&~rct - Mocte~; 


111\.pl.(t, owtpwt Gtevi.cts: Kt!:jboarct, Mo~A..Se, sca""ll\.tr, D~i'.taL CQ~era,Jo!:jstLc~ 'Pe"" ctrtve, MOII\.Ltor, 


"Pri.IM:er, 'Plotter- Co~~~.oll\.tcti.~ port - seti&~l, parallel - I,.{.S'B. port. 


eo~pwter Networ~: Data eo~~u~&~t!.oll\.5 -Tl:jpts of eo~pwter Netwoms - ucal Are&~ Netwoms § 


wL.Gte Are&~ Networ~. 


kiNIT2: OPSR.ATINCj sysTSMS( ~nrs) 

w i.ll\.ctows: 


Deft.M.t:!.oll\. of operaH~ S!:jStt~ - FI.(II\..Ctl.oll\.5 of os- T~ts of OS: st~Lt ~A..Ser, Mwlti.-~er, ~ulti.


tas"'- R.TOS, st~Lt-~A..Ser, MwlH-tc:~s~""9 


wi.il\.ctows Des"' top - c::;~Ar: Deft~~~.o~.ti.oll\., stall\.ctarcts, eursorsi'Poi.v..ttrs, rcoll\.5, c::;~Ar Meii\.IA..S, c::;~Ar-share 

DQta 

Des"'t op i.coll\.5 ail\.ct tneL.r fwii\.CtLoll\.5: M!:j co~pwter, Ml:j ctocw~e!M:S, Networ"' 11\.t~VIbornooc;(, R.eC!:jclt -st~~~.o, 


QJ..(f.c."' ~uii\.Cn tool bar, S!:jste~ tra11, start ~e~MA., Tc:~s~ bar Dt&llog 'B-oxes: U.st "So.x:, spi.~~~.o Co!M:rol 'B-o.x:, 


sli.Gte, Drop-ctow~~~.o ltst, ~ct!.o bwtto~~~.o, CheeR. bo.x:, Te.x:t bo.x: 


ns~ "Bar S!:jste~ Trc:~!1 - QJ..(l.c~ L&~wMn tool bar - start bwtto"" 


'Parts of wtll\.ctows -Tttle bar-Me~~~.ol.( bar - scroLL bar- stat~A..S bar, Ma.x:t~i.ze, Mi.ll\.i.~i.ze, close all\.ct R.esi.ze 
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.§ Movt~ &~ wL~ow 


wt~ows start MeY\.U -Http MeY\.U- 'Prtvttw Me..u.<; 


Logoff § s~utdowli\. - Kt!:jbo'lrd Acceltrators: Kt!:j bo&lrd s~ort R.e!:js or ~otR.e!:jS - womLII\.f3 wtt~ 


Notept;~d § Wor-dP&Id : 


ope~li\.f3 .§ s'w~~ ftlts, For~ttLII\.f3, 'Pri.lll.t:Lii\.f3, I~~~.SertLII\.f3 objects, R~l.li\.f3 § replact~ tt.Kt, ereati~ 


§ 6dttt.~ r~ges wtt~ Mtcrosoft p&~tlll.t, ust~ t~e C&llculator - Ptrsoii\.CilLsLII\.f3 wt~ows. 


Wli\.1.<,1(: LLII\.1.<)( 'Pr-ogr&ll'lll.l'lll.l.~ § Adi'III.Lii\.Lstr&~tf.oli\.: 111\.troduc.tl.oli\. to LLii\.t.<,IC - Ft&lturtS of LLii\.t.<,IC 

Com-poli\.tlll.ts of L~ - Wli\.1.<)( process &111\.CA li'lre&!d M&III\.Cigtmeli\.t - Ftle M&~li\.&lgemtli\.t S!:jSttm; 


Uli\.t.<,IC Col'\lt~~s Cl~ "ltUttl.es- c&~t, taU, cl'\ltp, di.ff, we, sort, mk.dl.r, cd, rmdtr, pwd, cp, more, passwd, 


w~o, w~oaml., mv, cl-lmod, R.tU, wrl.tt, w&~lt, merge, ~U, 11\.tws- ptpes, ft.lttrs &111\.CA redtrecttoli\. uttltttes; 


S!:jSttm Ad iM.I.Ii\.l.str&lttoli\.: IIII..StCILLLII\.f3 Uli\.1.<)(- ~ootL~ the St:jSttl'lll.- M&li.lll.t:Citli\.l.~ user Clccoulll.ts- FLLt 


S!:jSttms &111\.CA s-pecL&~L ft.Lts- ~&!cR.IA.ps &~11\.d rtstort;~Holi\.. 


UNIT 3: OFEIC6 APPLICATIONS- I ( ~ nr.s.) 

llll.tr-oduc.tLoli\. to Msofft.c,e MS Word &~11\.d opel!\. offu:,e - wn.ter: 


MS word - womi.~ wtth ~oc.umelll.ts -opeli\.l.li\.f3 § SCIVLII\.f3 frlts, cdi.tt~ tt)(t documev.ts, rv..sertt~, 


~tlttLI!\.f3, Cut, Ccp!:j, 'Pastt, ~.-tli\.do, R.tdo, Fl.~, StCirc~, Rqlaet:, For~t±L~ page§ sttl:i.li\.f3 M&~rgi.li\.S, 


Coli\.VtrtLV\.f3 fi-Les to dl.fftrtli\.t form&~ts, liM.portL~ § 6xporti~ documt:lll.ts, sell\.di.li\.f3 ftLts to others, 


1.-tSi.~ Tool bars, Rultr, 1.-tSL~ lcoli\.5, IA.SLII\.f3 ~eLp, 


Formatti~ ~ocumelll.ts - setti.li\.f3 Folll.t st!:jlts, Folll.t seltctto...,_ St!:jlt, sl.ze, col.ouretc, Tt:jpe {&Ice -~old, 


rtattc, "lll\.derltll\.t, C&lse seili~s, H-l.ghll.ghti.~, speci.Cit St:jmbols, settt~ 'P&Ir&~gr&q>~ stt:jlt, 


ALI.gli\.mtlll.ts, rll\.delll.ts, Li.ll\.t s-pace, Margtli\.5, ~uLLtts § Number!.~. se~ 'Page st!:jlt - Formatti.~ 


'P&~ge, 'Page tab, Margt~~~.S, L&lt:jout setti.~s, 'Paper tra!:j, -sorder § shadt~, COLumlii..S, Htt;~der § foottr, 


settl.~ Footli\.ottS § e~ 11\.ottS- Sl-lortcut Ktl:jS; IIII..Sertt~ ~11\.lA.Qlpage breaR.. Columli\. brtaR. &~11\.CA ltll\.t 


brea~ creati.li\.f3 secttoiii..S § fr&lmts, Ali\.C~OrLII\.f3 § WrappLII\.f3, setti.li\.f3 ~ociA.I'III.elll.t st!:jlts, T&~blt of 

Coli\.tt:lll.ts, 111\.CAt:.K, 'P&~ge Nu~M.beri.li\.f3, datt § TIIM.e, AuH10r etc., creatt~ Master ~ocu~M.tv.ts, web page. 


creati.li\.f3 Tablts- Table sett~li\.f3S, -sorders, All.gli\.l'lll.t:v.ts, rv..serti.oli\., deLtti.oli\., Mergtli\.f3, spli.tti.~, 


sorti.~, a~ Formui.CI, 


~raw!.~ IIII.Strti.li\.f3 CLI.pArts, Ptctures!R.Lts etc., 


Tools - Word Compltti.oli\., speLL ~ecR-5, M&ILl ~M.trge, nmplatts, creati.li\.f3 colll.te!M:s for booR-s, Cre&ltili\.f3 
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Lltter/Ft:txes, Crtt:ttt~ web -pages, lASt~ wtzar~s, Trt:tc~t111.0 Cl1t:tlll.0es, .securi.tl::J, Di.gi.tal SLgii\..Qture. 


'PYI.III.ti~ Doc.uw.t....ts - S11ortc.ut ~l::JS. 


Fru opel'\. source software: 


OPSN OFFICE: - WRITER.: 111\.tro~ucttol'\. to opel'\. offt.U .sutte - setecti~ tl1e Qp-pUct:ttLol'\. -pt:te~ge, 


worlrei.111.0 wi.tl1 Doc.u~ell\ts- For~tt~ Docu~e....t:s- settt111.0 Pt:tge stl::jlt- ereat~ Tt:tbles- Drawtiii.0

Toot..s - Prl.Y\.tt111.0 Docu~ell\ts - o-peratt~ wl.tl1 MS Wor~ ~ocu~e....ts. 


UNIT i::OffiC-6 APPLICATIONS - II ( G brs.) 


IY\.tro~uc.nol'\. toMs offc,ee- MS c.)(Cel a~ o-pel'\. offtc.t - caLc: 


MS Sxctl: .s-prea~ .s11ut § Lt.s A-p-pUcatl.oi!I.S, opt"""-~ .s-prea~sl1ut, Mei'\.US - ~1.1'\. w.ti'\.U, Fo~ula 


6~tt1~, Fo~attl.~, TOoLbars, IA.SLIII.0 ICOlliS, r.A.St111.0 hel-p, snortcut.s, S-prea~sl1ut tl::J'Pes. Wo~l.111.0 wi.t11 


s-prtt:t~11ut.s- opellll111.0, savt~ fiLes, settl.~ Mt:trgLI!I.S, Coi'\.Verti.lll.0 fUes to ~Lfftrtll\.t fo~ts 


(~-portt111.0, ~-port!.~, se~t~ fU.t.s to others), .S-prta~ sl1ut a~~ressl.~ - RoWS, eolu~I!I.S § Ctll.s, 


R.tftm~ Ctll.s § seltctl.~ Ctll.s - shortcut Ktl::JS. 


611\.ttrl.~ § Delttt~ Dt:tta-611\.terl.~ ~ata, Cut, Copl::j, Pt:tstt, LA.Y\.do, R.t~o, Ftll~ Col'\.ti.I'\.Uous rows, 


co~I!I.S, Higl1li.ghn111.0 ve:~lues, Fl.~, Stt:trc11 § re-plt:lct, II!I.Strtl.~ Data, 111\Strt Ctll.s, Co~Y\., rows § 


sheets, Sl::J~bot..s, Data fro~ ~ttYII\..Ql fr.Les, Fra~, CU-part, Pl.ctures, Fl.Les etc, 111\Stm~ FuMtl.oi!I.S, 


Mt:II'\.Ut:ll brea~, 


Stfulll.0 Fo~ult:l -fi~i.~ tott:tl LY\. a c.oLu~Y\. or row, Mt:tthe~ttct:tl opert:ttl.oi!I.S (A~~I.ttol'\., subtraetLol'\., 


Multl.-pUc~:~tl.ol'\., Di.vLSi.ol'\., sx-pol'\.tl'\.ttt:ltl.oi'\.L lASt~ ot11er Fo~ult:te. 


Fo~attt~ .s-prea~shttts-LAbeltlll.o0 c.olu~Y\.5 § ruws, Fo~ttl.~- ceu, ruw, colu~Y\.§shut, cattgor~ 


- AlLg~Y\.t, Fol'\.t, "E.or~er§ Srtt:I~LIII.o0, H~i.111.0/ W>clrei.111.0 Ctll.s, AMhOYLIII.0 objects, Fo~ttl.~ lal::JOUt 


for '1~htcs, Clt-part etc., wo~keet R.Ow § eolu~Y\. Het:l~ers, Shut Nt:l~, R.Ow hetgkt § colu~Y\. 


w{.(;(t\1, vt.sl.btlLt~ - RoW, cotu~Y\., sheet, securi.t~, sheet Fo~tt1.111.0 § stl::jlt, Sheet bac~rou~, 


Colouretc, "E.OY~tYS § Sht:t~i.~ - .Shortcut ~l::JS· 


woYR.i.~ wi.th sl1eets- sorti.~, Fi.U:trl.lll.o0, ve:~Lut~:~ttol'\., Coi!I.SoW;(atl.oY\., &I~ subtotal. 


creatt111.0 Charts - Drt:l~. 


IA.SI.~ Tools - Srror chec~~, s-peU Chee~, Fo~ula A~tti.~, ereati.~ § lAS~ n~-pl~:~tts, Pl.vot 
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Tablts, nac~""-9 C-na""-9ts, .sec~.<rfti::J, Ct.<.stol'\tL.zati.oV~-. 

opei'\Dffr..ce-~l.c- tVI.trocX~.<ctioV~- - tVI.trocX~.<cttoV~- to .s-prear;(sheets, overVI.tw of a Worksl-lut, crec:~ti.""-9 

Worksl-leet: § Womboo~, Drga\1\.i.zi.""-9 fi.l.t.s, M'IV\..QgL""-9 fUts § womboo~, F~.<Mti.oM § Fo~~.<l.as, 

woml.~ wl.tn M~.<ltt-plt sneets, creah~ cnc:~rts § Pri.VItt~ cl-tarts - operati.""-9 wtth M.S sxcel 

cXoc~V\.t.s, wnl.el-1 are alrear;(I::J creater;( a~ saver;( LV~- M.S 6.KUl. 

UNITS: OffiC6 APPUCATIQNS - Ill ( G l--IYS.) 

tVI.trocX~.<cti.oV~- toMS offi.ce-MS Access a~ DptV~- offr..ce-"B.&tse: 

M.S Acc..tss: rVI.trocX~.<cti.o~~~., Pl&IV~-v..i.""-9 a Database, .starti.~ Acc..tss, Acc..tsS scru~~~., creati~ a New 


Database, creatt~ Tabl.t.s, Wor~~ wttn Forms, cre&tti""-9 q~o<eries, Ft~l.~ r~~~.foYI'\t&lti.oV~- i.V~


Databases, cre&~ti~ Reports, TI::J"Pt5 ofReports, Pri.VItl.~ § PYI.VIt PYevttw- 111\t-portl.~ !Xata from other 


!Xatabasts vtz. MS sxcel etc. 


opei'\Dffr..ce-"B.&tse - tVI.trocX~.<cti.o~~~.- Database CoMe-pts - erec:~tl.~ a New Databc:~se, Crec:~H~ T&tblts, 


UNITt?: OFFIC6AP"PUCAnONS- ly( G l-Jrs.) 

tVI.trocX~.<cti.oV~- to M.S offi.ce-MS Power Poi.VIt a~ ope~~~. offi.ce-tm-prtsS: 


MS Power -potlll.t: tVI.trocX~.<cti.o~~~. to -prtseVI.tc:~ti.o~~~. - ope\1\.i.~ ~~~.tw -prtselll.tl:lti.o~~~., Dl.fferelll.t -preselll.tati.oV~

tem-pl&ltes, set:tl.""-9 b&telegro~.<~s, .seltctt~ -prestVI.tati.o~~~. l.ai::JO~.<ts. 

creati~ ~:~ -prese~~~.tt:~ti.o~~~.- set:ti.~ Presell\.t:&~ti.o~~~. sti::Jlt, A!XcXI.~ text to the Prtse~~~.tatl.o~~~.. 

FoYI'\t&lttt~ a PYeseVI.tati.o~~~.- AcXcXI.""-9 st11Lt, Colo~.<r, gradl.tVI.t ftlls, Arra~t~ objects, AcXcX~ tfear;(er 

§ Footer, sLI.r;(e "S-ac~ro~.<~, SL~e l.a!:jo~.<t. AcXcXI.~ c::;ra-phl.es to tl-te PreseVI.tati.o~~~.- IMertl.~ -pl.et~.<res, 

mov't.ts, tables etc l.lllto -preseVI.tati.oV~-, Drawl.~ Pl.et~.<.res t.<.SI.""-9 Draw. 

Ar;(r;(i.~ 6ffects to tne Prese~~~.tati.o~~~.-set:tt""-9 AIIY.matto~~~.§ traMU:i.olll. effect. 

UNIT;T: INT€R.N6T § ADVANC6D COMMUNICATION ( 12brs.) 

1111-ttrll\.tt a~ web ~rowsers: Defi.~~~.ttl.o~~~. § Hl.stor11 of tVI.teYI!\.tt vtsts of tVI.ter~~~.tt - Defi.lll.l.Ho~~~. of Web
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A(;(c;tresst~-L-tRL-DI.fferel!\t: tl1Pts of 111\t:erll\.tt: Coll\.~~~.tctioii\S; Dt&~l &.<p eo~ctL.oll\., 'Bro&~d bt:~IIIJA ( ISDN, 

DSL, cablt), wtreltss ( wt-R., wi.Mtvc, s&~telUte, Mobtlt) ~~L~ coli\.vell\.ttoli\., browsers &~IIlJA tts tt:jpts, 

tll\.ter~~~.tt browst~, se&~Ycnt~ -search e:;~tY~.t.S - Portals - soettAl Netwodti~ sttes- "E.logs - vitwt~ a 

webpt:~ge, dow~ac;tt~ aiii.IA &.<ploadt~ the webstte; creatt~ &Ill\. e~aLl-ID, e-~aa rtadt~, s.avt~, 

prtVItl.~, forward!.~ f.III\.IA delttt~ tke ~&~tl.s, ckecR.I.~ the ~&~tl.s, vtewr.~ aiii.IA n.tli\.11\.L~ fi.Lt 
att:Qck~II\J:s, addresst~ wi.tn cc &~IIlJA bee. 

lll'.troch.(.ctL.oll\. to 1/QMI.(S de\1'~-ees § Applr.eattol!\o.S: otker tnQII\. tke CO~p!A.tet'S, (eltctroll\.l.e gf.ldgets), Wnl.en Are 

wtdeltj!A.SI.~ btj WciA.tLVts 1..11\. tne off~.ets- TtAbltt, S~Art Pnolll.t - COII\.Cept of ~obl.lt -pnolll.t &!IIlJA TAbltt 

AIII.IA tketr ~A.Ses - vayto~A.S apptl.ee~tL.oiiiS ~A.SI.~ btj TAblets aiii.IA s~art 'Pho~~~.ts. S.IA.cn as L-tC byowser, 

Whats.App, Mt:~ps, SR.!:jpe. 
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syLLA1Sl1.S- 'PRAGnGAL 

op6RATtNfi sysn?Mc:lOHrs) 

../ start~ a pro0ra1N.., rn~~ aprograiN.. 

../ R.u""'-IM..g IN..Iili:tpte prograiN..S ali\.Ct swttcl-1~111.0 betwee~'~- wtM~ows 

../ cwstoiN..~ZIM..g t11e ns~ bar 

../ R.ecl::jcle b~l'l-, restori~ tl1e ~eltte~ ft.Les 

../ Ma~~ tl1e tRs~bar w!.der, arrRIII.0LIII.9 i.coii\S 0111. the t>es~ 


../ t>t.splR~t"'-0 aii\.Ct 111.dt~ tne tas~bar cl.cc~ 


../ Col'\.trolll111.0 the stze ofstRrt IN..el'l-"' opttoii\S CrtRt!M..g Shortc"'ts. 


3 . I ~A.StaLLIM..g a scree~'~- saver Ass~~'~-~111.9 a waLLpRperto t>es~top 
../ AtitH.111.9 a pro0YRIN.. to t he start IN..e~~~."' 
../ AtAtA£111.9 a progYRIN.. shortc."'t t~'~- the t>esR.top Ct.<Sto1N..tzt111.9 tfle ~N..DW.Se sett~s 

-+. 6xpaii\.Ct~111.9 a~ coLLR-ps t111.0 a foltAer 
../ R.ecogl'l-tzt~ Ftte t~pes I.(SLIII.9 tc.o~A.S 
../ R.u~A.III.LIII.0 a prograiN.. froiN.. t.Xplorer 
../ R.et"\.QIN..L~ a fi.Le or foliAer 
../ sortt~ a foL~er 

5. 	 t>Ls-plR~t~ the properttes for a f&!e orfo~er ~111.0 c"'t aii\.Ct paste 
../ operRti.oll\.5 to ~e a fiLe 1-{5~~ copl::j a~ paste 
../ operRtto~A.S to cop~ a f!.Le Movi~ ai'\.IA c.op~tl'\.0 fi.Les wtth IN..OI.(St 

../ search~ a fi.Le or foWer bl::ji.(SL~ seQrch C.OIN..IN..a~ 

6. 	 Ff.lll.tA £111.9 a fiLe or foltAer, b~ t"I.QIN..e 

../ o.efyag~N..el'l-tt~ t11e ~ts~ I.(SL~ ~ts~ ~efrag~N..el'\.ter 

../ Col'\.troLU~ the spea~rvolu~N..e 

../ R.ecor~tl'l-9 a~ sa\11.111.0 al'\. a"'~to ft.l.t 

../ CoMI.tC.HI'\.0 a prl-1'\.t:er to the 'PC 

T. 	 "B.ooti.~ Li~~~M,X., 

../ Matll\.t:Qtiii.L~ 1-{Ser ac.c.oul'l-ts 

../ Creattl'l-g foltAers, reiii.AIN..£~ foltAei'S a~ ft.Les Coptj!M..g, IN..M"'-0, ~eltt£.1'\.g fi.Les 

../ TII~III.0 bacR.ups al!l.tA restorati.o~~~. of ft.Les 

../ Practi.c.t111.0 the COIN..IN..AII\.Cts U~ pASSWfA, WnO, WnOAIN..L, JW.L, write etc.. 
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fl. PYepati~ a £:jovt. omer I of(U.I.al Lttttr I ~LtStl'\tSs Lttt:er I ci.rc~.tlar Lttttr 

coveti~ forntath~ com~l'l.ds - fov..t stu al'l.d sttjlts - bold, ~-tl'l.derU~~~.t, L.Cpper case, lower case, 
s~-tperscri-pt, s~-tbsctipt, We..m.""0 pam9m-phs, spac1.""0 betwetll\. Ltl'\tS al'l.d c~aracteYs, tab set:U~s 
etc . 

.J· Prtpan~ a 11\.tWs L.etter. 
./ To prepare a 11\.tWsletttr wtth bomers, two coLI-(~11\S te.x.t, hea~er &11'\.d foottr &~l'l.d 1.1'\.Sertt"'-€) tl 

9Ytl-phLc i..ma9t al'\.d pa9e la!:jO~.tt. 

:1.0. creatl.~ al'l.d LtSL~ sttjlts al'l.d te~plates 

./ To create " Sttjle a1'\.d a-ppll:j that st11 le Lll\.. a Gloc~-tmtll\.t. 

./ To create " te~plate for ~e st!:jles created aii\..Gl assemble the sttjlts for t~e templ&~te. 

tl. cre&~H""-9 &~11\..Gl eGltH~ t~e table 

./ 
To create " table LtSL""0 t&lble mell\.~-t 
./ To create a mo~Ll:j caLeii\..Glar LtSI.~ celt eGll.tl.~ opeYatLoiii.S lUu LII\.Serti""€), jot~, 

Gleltti-111.9, spll.ttL""0 al'\.d mer9L.~ cells 
./ To create a sl.mple st&ltemev..t for ll'.....atn calc~-tltlHoii\.S vtz. Tottll~ t~e col~-tmll\.. 

12. crec:~tL""0 11\.~-tmbereGl Usts al'\.d b~-tUtttc;( Usts 
./ 	To ereate ll\..l.(mbered Ust with ~Lfftrev..t forntats (wl.th ll\.l.tmbers, alp~abets, romall\. Letttrs) 

To ereate a b~-tllet:tl:t Ust wLtl1 Gltfftrev..t b~-tllet e~amcters. 

13. 	 t>rt..m.~ eiiWelopes aii\..Gl ~u. mer9e . 
./ To priv..t ell\.velopes wtt~ {Yom a~~resses al'l.d to a~~resses 
./ 	To LtSt ~u. mtY9t faeil.tt!:j for sel'l.d~ a el.re~-tlar Letttr to mali\.tj persoii\.S To LtSe matt mer9e 

factltt!:j forpriv..tt~ ~ai.U""0 Labels. 

H. 	 us£~ t~e speer.al feat~-tres of wom To fi.II\..Gl al!\.d rep!.ace t~e te;tt 

./ To spell cl-leelrG al'l.d comet. 

./ To 9ell\.trate table of cov..ttv..ts for a ~oc~-tmtll\..t To prepa re Lll\..dt.X. for a Gloc~-tmev..t. 


:t5. c reate all\.. a~verttsemell\..t 'Prepare a res~-tme. 
./ Prepare a corpomte ci.rc~r Letter Lw..1ttt""0 the sl-lare holders to atttl!\.d ~eAI/\..11\.I.{Ql Meett~. 

Qff!Cc APP\,.-l.CATIONS - II { ;wttru_ 

1.'-. ust~ fornt~-tlas al!\.d fwii\.CtLoii\.S: 
./ To prepare a worlrGsheet shO'NL~ the mov..t~ltj salts of a compal/\.11 Lll\. Gltfftrev..t bmii\.C~ 

offLC.tS (s~owt~ Total salts, AVWl9t sates) . 
./ 	Prepare a St&ltemev..t for prepati~ R.ts~-tlt of 10 st~-t~ell\.ts Lll\. 5 s~-tbjects (LtSt~ fornt~ to 

9et DtstLII\.etto~~~., 1Class, II Class a11\.d FaLl wii\.Gler R.ts~-tlt colwmll\. tl9tlLII\.St e&~eh st~-tGlev..t). 

1'J-. Opemtt~ Oil\. ~e sheets: 
./ F£11\..Gl~, Gle~ aii\..Gl a~~L~ recoms, fo~ttt~ col~-tmii\.S, rD'N hel.:lht, mer9~, 

spltttt~ col~.<mii\.S etc. Coll\.ll\.tcti~ the Works~eets aii\..Gl ev..ter the Gla~. 
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:1&'. CrtiR~ a C..,a rt: 

./ To c.rtatt a chart for eo~.:pari~~~-9 the moll\.thlt1 salts of a c.om1>a~~~o11 !.~~~o dt.ffertlllot braii\.Cl1 
offius. 

:l.J. w;t.~~~-9 the data C.OII\.So~ate commlllllod: 

./ To t.<Se the data C.OII\.So~att c.ommalllod to c.al.eutatt the total amou~~~ot bud9ettd for aLL 
dtllartmell\.ts (wa9es, travel alllod ellloterta~melllot, offt.U st.epplits Qll\.d so o~~~o) or to eal.eulDtt 
the Avera9e amo~.tlllot bud9eted for - sat1, dtllartmelllot offt.et GKpellloSts. 

20. SOrtLIII-9 t:>Qtl.t, F'tl.ttlilllo0 DAta Alllod C.rtAtiolllo oft>i.vot t ables. 

OffiCe APPLICATIONS - Ill ( 20Hrs) 

2:1 creat~ studelllot's address t>atabase alllod the~~~olist the data o~~~o the scrtt~~~o t~~~o alllhabettc.QL 
order. 
22. t>erform£111o0 val'iot.<.S q,~.tel'ies. 
2.3. '1t111otr£1t£111-9 Quert1 Lillo Access 
2-f-. '1t~~~otrati.lllo0 tke RepOrt from Database 
25. '~l>Drt~ alllod eJeportt111o0 data. 

Off1CI2 APE>L~A.T IQNS.__- IV ( :20~ 

:2c:.. CrtQ~ a ~~~oew 'Prtselllot:Qtto~~~o based o~~~o a ~pl£1tt- t.<Si.lllo0 A~.tto colllottlllot w£zam, des~~~~o 


template a~~~oct t>IDL~~~o btav..R. preselllotatL.o~~~o. 


2J-. Crtat~ a 'Prtstlllotati.oll\. wttll S~e TYQII\.5~11\. - A~.ttomt.tttc. alllod MA111oK£1l wi.th dl.f{trelllot 

efftct:s. 

2&'. Crtat~ a t>rese~~~otAtL.o~~~o ~pll:ji.lllo0 Ct.<.Sto~ A.....t~atL.o~~~o efftct:s
Appl~:j~lllo0 m~.tlti.ple tffeet:s to the SQmt object alllod cka111o0t111o0 to a d!.f{trtlllot tfftet alllod rtw.ov'~ 


efftct:s. 

~- creat~ alllod 'Pri.llloti.lll-9 nQI/I.do~.tt:s. 


Off!C6 A'Pl>l 11".4"110NS- V( iD!jYsl 

30. SUtrchtlllo0 for A web stte I appltc.Atio~~~o I tt)(t doc~.tme~~~ot:s vttw£111o0 a~~~oct dow~~~oloadi.~ . 

3:1. create All\. 6-mt.tf.l aecou~~~ot, RtbieV~ messa9es fr~ t.lllobo)(. ~L~:j~, attach!.~ filts 
ftl.ttri~ alllod forwardi.lllo0 
32. Operat~ o~~~o a Tablet I s~art t>holllot - trows£~ Qll\.d pYRcili!.lllo0 o~~~o some ~portalllot 
~l>Ltc.Qti.ollloS (r..tC.~YOWstY, SR.~:jpt) - operat~ 011\. i.lllottt'M.tt - c.rta~ all\.d stll\.d~ messa9ts I 
matts t.<.SLIII-9 the appll.eatiollloS LUu Whats.App £111\.d weehat- dowii\.Loadtl/\.0 tt)(t a~~~oct mtd!.a fi.Les a~~~oct 

vi.deo eo~~~ofere~ t.<Stlllo0 SR.~jpt . 



SCtt6M6 Of 6VALklA"rt?f". ~ ·- ........ I I I?P~ I"'!:: 'i2U6ST!ON PAPR& 


Tt±6DRY 6XAMINATIDN 


MfAJ<. MfAY~: 1.00 

~.No. -rm>e of the ~tto~~~.S N(). of'\wt.StilM& 
MrAms 

qwestiM 
per 
iotal~~ 

1. FL.tt t~~~. the blrA ~~~.R.s 10 1 10 

2. MrAtcl1f.""9 the -prALYS 10 1 1.0 

3 M~..c.ltiplt choiu qL«Stio~ 10 1. 10 

... True OY FrAlst 10 1 1.0 

5 

0~ OY TWO U~ ~tseriptiVt ttfP~ 
qwtSttoi'I.S 15 2 30 

~ 

Short fAI'I.SWeY ~eseriptf.ve ttfPe 
'\Lottstici'I.S 
(erAeh q~.ttstio~~~. wf.ll hrAve twc 
sLtbcttviSi.oll\5 
o~..c.t of whtc.h 0~ hrAs to be 
rA 11\.Swered) 

6 5 30 

T004L I 100 
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PRACTICAL 6XAMINATION 

MAA. MArks: 100 

D£.sbibu.tio111. 
M£~rks: 

of 1111. the PYActi.c.At 6)(.Q~tio~~~., Q.u.tst(c~~~. Papty shou.~ be ~ 
PArts 
£.e. l>Qrt A cow..llr\.s£~ 3 qu_tst£oiii.S 
A~ 
PArt'S cow..ptis~ :2 qu.tst£oiii.S. 

two 

t. 
Lt. 
m. 
i.v. 

PArtA 
Part-s 
vi.va-vou 
Rtc.om Nott 

30 
60 
OS 
05 

MarlrGs 
MArks 
MArRs 
MArks 

Total 1.00 MArirGs 

Nott: 

Rtcom Nt*:t shou.~ be hA~ writtt111.. 6ac.h t.xtre£.se shou.ld state c.~rlt~ the A~ of the cxereLst. 

Proc.t&lu.re fol.towed {how to do the cxerc.tse, sequ.~ of steps) A~ tts O~A-tpu.t. 

* * * 

l.t . \~

Q#~\,.,., 

Pnnc1pat Jh~ 
Govt lnd tr" 1R~m Ou~ 13 Tr.: .rmg mst tute 
·-JuQ • •Stl Srrmour (H p) 



fiNANCIALACCOkiNTINCi ktS INCi TALLY 

ct6N6RAL INfORMATION 

snort-TeYll'..v'Part-~ ~l.(.rst t.,. 

·F~uU.lL Ac.eo~.tlllt~ KSL""9 nLLtf 

:2. Tot£l l 1)1.(.111 tiov.. oft.DIA.t'St 

3 . e'v..~ QJ.<Q!Lftc.Qtiov.. 

.... . Age 

.5. Tot£ll N~.t~tler of HOI.(.YS 150 ho~.trs 

of~IA.YSt 

6. Nl.(.mber of hoi.(.;"S/~atj 

y. FCICLdttj 

e. '&at:Gl-1 si.zt 

etrti.ftc.Qtiov.. 	 'B-tj the "Dept. ofTech. e~~.tcattov.., vocattov..aL §J· 
I~KStriaL TI11W111.9, S~.t~tY\I\IAgar, H~chaL 
1>111~esn 

10. FU 	 R.s. ~o/- for ~~-pl.ete ~l.(.rse of 3 Molllths 

11. 	 objecttve of ~IA.t'St This COIA.YSt (s dts431'\td to ~~plll't lr<.v..owltdgt 
regam~111.9 cov..c.tpts of Mv..t:~uU.ll Ac.eo~t111.9. 
nLLtj is av.. ac.eol.(.llltL111.9 -pac~ge wnl.ch is 
L<Sed for lea~ to ~tv..ta£v.. RU,OI.(.V..ts. AS 
this e01.trse is IA.5tf.d for trai.v..us to get 
-place~ tv.. ~Lffertlllt off!.US as weLL as 
co~-pav..£ts i.v.. Aceol.(.lllts 

~t' S.\jr-ccl '6~·· s'"'. ~tv S."'-t.~ 
~~"~" ~ C.C)PA Page 124 

G~ v-\· \\"1 ~~.GJV, 

~--~~· ~~ \._\--{?) 



fl NANCIAL ACCOL1.NnNfd L1.SI NCi TALLY 

syLLAJ?klS ( 150 tlYS/3 Molll.ths) 

~.-{NIT3: vow.e~tr t11-pts 

Nolt: 

./ No CoiA.rst MAteri.al w£ll be preparec;j Qll\.&( siA.ppll.etA bj1 'bOTE 

./ Die weL9~tA9e fat' D!tor11 Qli\.Gi PYe~eti.c.Al 6XQIW.~~~.atio~~~.& Cis follows . 
Cl . VOIA.e~tr T!1J~t -~ 

b. ~ - 30~ 

* * * 
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D6TAIL5D syLLA"E.kiS- TH6oR.y 

111\.tro~"'ct:L.o~~~. to Acco"'~~~.ti""0, ba.sl.e of aeeow.ll\.tL!Mj. c;ol.Gtell\. R.ul.e.s ofAceow.lll.ti~, t>eftlll.i.tl.o~A. 
J)ow.bl.e 611\.trtj A~ the AccrnAL "BASis ofACC01.(111.ti.""0 PYiM~pte.s, F~~MLal .Statt~li\.ts 

kiN IT 2,: Cow.:pg VVl;j § ACCQUI'\.t: vv..aster Cretttkol'\.( rnrs) 

111\.trod"'ct:U>~~~. to nLLtj, FU Feat"'res, Acco"'l'l.tt""0 features, t~~~.velll.toyt~ Feat"'res, .stat"'tor1:1 § 
tQxAtto~~~. ntt1:1 .Nff{eQtures, cQSh "Boo~ Ratto QII\.Qll:jSis 

kiNIT3: Voucbertt;jpts Us brs.l 

111\.tro~w.ctto~~~. to voucher, vo"'cher Tl:jpe 1111. ntt11 6R.~ Po~IM: of Vttw, 'Pre-J)e'fill\.td voucher Ttjpes 
IIII.TAlll:j, ctasstftUJttolll. of vouci'ler Tt~Pes, ~~~.ew voucher Ttj'Pe, create vo"'cher T!:jpe, aeeess ~ 
vouci'ler tt:1Pt.6dU: the vo"'cher Ttj'Pe, J)ei.ttt the vou.eher ti:1Pe, stock ~AII\.Qge~IM: 

W000""0 wl.tn "BAI.aMe shut, Showpercelll.tage, Compat1.111.9 "Bal.a~e .Sheet Wo~ WU:h 
Profit all\.d u.ss Acco~.<l'l-ts, J)ispta1:11.111.0 the wee~t1:1 Profit A~ Loss A/c, L-<.~erstA~t""0 
Ratto AII\.QLI:jSls, WOY~III.9 wU:h J)AI:j "Boo~ Report 

UNIT5: lvWeVvt:Orf::j e~M~b~ec( voucher evvt~>"l-4 .!II\'Jt!l\.toq1 bgsect report(:to L-Ive l 
Acco~.<..ui111.9 vo~.<chers, F12 Fwtures, l~~~.ve~~~.toYtj vo~.<chers, J)lspl.atj t~~~.vellltorl:1 reports§ stAtt~lll.ts, 
~"~111-0 a stoc~ quer1:1, Aged stoekAII\.Ql~:jSLs CAge£111.9 A~l~:jsis), stoc.R. maii\.Qge~lll.t 

UNIT 6: Co~t of vAT, ST, IJ?S, EBLC.SL TCS,6D,fiST( ~ brs.) 

111\.trod~.<etl.olll. Q~ w.~ersta~~ the te~ VAT, ST, Tb.S, RoT, CST. TC.S, 6}), Cj.ST 
addt""0 taxes to bLLts 

Wh•t" "''"'"' •.,j b••~•p, so""' •.,j O<st'""tiD~ ofd•to '""'"- Alt+f3 f"'tu~£" 

.O.zo~l\d BiJ 

(J 'C'~r s}\Qtlt~ 
f.ru} Lo Pt1 
Gtlll· J.f-( ~~ 
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syLLABus- PRAC-TIC-AL 

:t...IV\.tY00uctLcV\. to Ft.V\.liUM(Llilk ACCOUV\.tLV~-0 ( 3Hrs) 

st~:~~ tne t~:~U.tt 6R"=' 
11!\.StQt~ "~ ope~.....g tQU.!::j 6R"'=' 

2. Cow.:pliiV~-{1 § AccouV~-t ~~~A.li!ster CreaHo!l\.( :l5lirs) 

CreQtt.....g New Cow.~~, fu feat1A.rts, ope~.....g QC.COIA.II\.ti......g tiM t~~~.ve..U:Ortt featiA.res, Ope~....g 
Stt:ltiA.b>'11 § tAAQtw~~~. 

3.voucher t{1pes (1.Gt-trs) 

CreQte , 6dl.t Q~ t>elete l>~.trcnQSt vo\.(cner, st~Lts vo~.tcners, recetpt VOI.tcl1er, pt~tjW..tl'\.t vo~.tcl1er, 
co....t:yQ Vo~.tcher,JO~.tr\1\.QL vo\.(cl1er, 

~vn.nvgtkoV\. of repnvh:: f tf-~' 

Cl"eQti.....g '!.QLQII\.Ct snut, cow..pt~~ bt~LQ~~~.ee sheets, chec~proftt Q~ Loss, cl1ec~ c;(QU.!::j boo~ report 

s. !V~-VeV~-toYLA eV\.CilbLed voucner tY\.trl;j,lvweV'J:oQ1 baseol re:port( :1.511rs) 

Acco~....g VOIA.chers, Fi.2 Fet~tures, IIII.Vtl'\.t:ortt vo&.e.chers, t>tspi.Q!::j tll\.vtl!l.tortt reports§ stQtew..el'\.ts, 
w..aR.t.....g a st-Dm q~.ttl"!::j 

b. CoY\.c~+-~vAT. ST. ~c::. ;:"F.TC'~T~c::. ~r.~~ 

1-tow to ~blt l:jST til\. TAlltj 6RP_J, t>e~t.....g TQ)( Rate t~t Cow..pa~~~.tl Ltv'tl. 

t>eft~ nx RAtes at 9~"DIA.'J> LtVeL Qll\.d, t>ef~ Tax RAte at W9tr or ltew.. LeVeL. l>IA.rc~·u~se 
Ltol9tr, Cre~:~tt....g VAT/4ST Ltdger 

.r. Plilf::jroU . 'B.ac&L<.p &estort. §..Securl.t~:j features <;1.0 ttrs) 

creat~ l>t:~ttroU., Creati.....g bac~~ oft>Qta, Rt.stDrt.....g the bac~ dt:~ta. 

~~ 
c~~s~~ 
Trct}Nlr C_ D{f1 
~~ - c.r. ~ ~ 
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SCH6M6 Of 6VALLA.AnON AND PAITf3RN Of Q.U6STION 

T t±60RY 6,XAMINATION 

Sr. 

No. 
TI:1Pt of tht 

Q.l.ttstLc~ No.ofq~ 
MArirl.sptr 
qL.<tSti.DM. 

TotAl 
MArJrl.s 

1. 

~ 

FL.lt £111- Htt 
bl.ai'\.~ 

M£~te11t~ tht 
'}lQLYS 

10 

10 

1 

1. 

1.0 

1.0 

3 

Mldti.plt ek~ 
qL.<tSti.oM 10 1 10 

.... TYIA.t OY FQlse 10 1. 1.0 

5 

01'\.t OYTWO lti'\.t 
t-pttve tl:jpt qL.<tStio~ 15 ~ 3D 

e. 

short Q~wtY 
;l(esen-pttve 9:1Pt 

qwt.Stto~ 

( E;Qch q L.<tSt:i.o"'

wUL nQVt two 
St.<bGt£V(&L.o~ 

ot.<t ofwhtek oi'\.t 

s to be Q~wtYtd) 

6 5 30 

TotAL 100 

Par:e 1 28 



PRACnCAL 6XAMINATIDN 

t>L.stri.biA.tL.olo\. 

ofMarks: 1"" the PYact.kAL eAAw..~tL.o"", QJ.<tStto"" ~er shoiA.ltA be 


t.e. Part A eow..prts~ 3 qiA.tstL.o~~~.S 

t. 
u.. 
UL 
i.v. 

Part "So eow..prtst"'-0 :2 'tIA.tStiov..&. 

Part A 
Part-s. 
v~va-voce 
R.Uorcl Note 

30 

60 
OS 
0.? 

Marks 
Marks 
MArks 
MArks 

Total 100MArks 

Nllt!.: 

R.tc.ord Note showl.cl be hA~ wtittt"". eAch t:.Kerctse sho!A.I.cl stLitt cteart1:1 the a~ of the 

t:.Kerctse, PYoc.ediA.rt foli.CNecl (how to clothe exerctse, seq_IA.tlo\.Ce ofsteps) A~ Lt:s OIA.tpiA.t. 
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