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ln cxerclsc of thc porvers culi:rrcd by nrlc.5 of the Karnabka Civl1 Serviccs (CorrtPuter Litcraq Test]

Rulq$, 2012, tre CoYcmrlent qf l{arniltaka herebr/ rodtles tbe gytlabus. Nurber of pffper$, drrration and

rnax; 1u111 lnarks of the Computer fitcrarry t€st ftr thc plrposc of the 6ald rulc wbich s}ratl be as ep$ci{irxl irr the

Schedulc bclow, ng''rcl)|:-
i'sf.asDul{

$IIIAESS FOlr. COll{PUtltR l]m&Agr resT

l. I[troductlQr| to Cofigut€rF

(a) What is Colnptrter e

h) Itoad Categoriss of ComPutsi

{c} langua€c of CsmPuter

(d) Baslc appliciatl orls of Computer
a

(el cornporrenl$ of colnputex

Maximirm Marks- 80'

'Il e- OO Mitnlteo

(5 Morlr,$)

- Central PiocesLsing Lhlt (CPt,

- Input and OutPut devlc€s

- CornPut€f me tory

- Concept ofherdwareand $ottware

(f Repr€senlatton ofdata co]r.:opLs ofdata Protessing

- Delmition of dala

Basic dara iypes

- Siorage of daia as flles

2" Irrtnrduetlcn to Wirrdows and wlnilows conccPts:-

(a) Urhat is a.n Operattug SYsten ancl baslcs o' wtndow

[b) The trser Intorfacc

dorjd,ncb, ardaad, adoatcF oF, 9oo9 (*rarked 9U, d* ddf nFa8l

PEBSO}INELAITD APIdISIWAtIVE AEFORI,IS SECR&fAN'AT

\



Itslng mouse ard movlng lcons on the €crer$
The My Computer lcol)

The Rect/de Bin

Status bar, Start ard Menu

Rqnntrlg ar 4pptrcalfloB

Wfrdolgs E.lplorer,Vlewlng of $te.ldlders and Dhe.tories
: Creafrrg and Renan jng fl6 and fotders
- Opglhg and closhg difftrent U/tndows.

(c) qnndows. setttng

- Control panels 
-

Wsn paper trrd Sq€en S€ridi

- Concrpt of mqru ustng help

{d) Ad,rauced Wtndows

. Ustng rtght button of the souse.
- C?ealllu sbort cutg

- Faotcs of q,indow sefup

- Notr?ad

-rrvhr{lovr Accressodoo

clrt copy & paste

S, WORD FnOCES$IICG M tNcIISfi 1 re WOnD:-

{8J Word hbc.es$Ing Fqlrtc

- An intmducitrn to ItS WORf,

gpening MS WORS pagkage

" TheMent1Ear

Using tIrc Hetp

- Udhg Icons below p,equ frar
(b) Opsftg and Clo,stng Documents

- Clpening Docurn€nts _ Sare and Save As

- Pagie set up

- Prt$ttng Docaaecib

" Dtsplry/Hdnd ofparagrallh marl(s and

lnter tord 6pace

{cl Movlog arolirid in a document

- Scroning the docrmler* _\scrollllg by

ttqt/paragraph

- Fast scrolltog and movt'€ pages

(d) Ustng a t\oeulrrart /[etp l{)lzatd

[e, Texl creafio! and manlpuladon

- Patagraph and Tab 6€tung

fMa)drJcsln 20 M&rksl

t



- Taxt selection

' Cut. Cop)'and Paslc

- f'ont and size selection

- Bold, Italic and Underltne

- rugnrnent oi teal -cent€r, Lc , Ri€bt ard Justiry

(f) Formatdng texi:

- . Chargiog tonL s?e arrd color

- Paragraph indentjrg

Bullets ancl numbering

- Use crfTatr and Tab settirg -
- Cllanging Case

{g) Ha$dling rDuluple documents

- Op€nln€ and closing mulbpte documeuts

: Cut, copJ a:rd paste across tlrc doculnents

- Saving of clip boards

{h) Table Madpulation:

- CoA{eptofTable- Rows, c€lurms and cells

Draw table

- Cbanging cell v/idth 3rtit helght

- Alignnrent ofte,xt in eell

- bopying of ce

Dcl€te/inselffI:g of row or coluEns

Eorders of table

(t Printing

- Prlnting

ftint Previe\a'

kint 6elected p4ge

- I\?ail mcrge

{I{3Jdmum 20 Marks}4. SRREAD SnEET ' ltg EXCEL :-

{a} El€qrstts of Aectronics Slr.read Sba?et-Ms EA(CEL '

. Applicatlon / ussge ofsPrcad sbe€t

- Opening ofMS Excal

- file Menq bar

- Wol* Book ar:d streeis

- Creauon ofdells arld addr€ssing

- CeU inputting

E<lit features

(bl ManiPulation of cells

- Enter text, numbers and dates

lnsertion of cells' rows atrd colulrms



Formatting of celis. rows axrd co.lumrs
- Creatiorr ol tables

- Cell heighr and riidths
- coF'rrg and moYlng cells

, 
[c] Use of formulae

_ Usage oJbasle formxjas

Ftrnct ons _ Financial, Sta$siical, Date &
Ttme. Mat} & Trg and l,ogical

(d) Dats Manipulation:_

-Song
_ Flltcr

- Subtotal
(e) Wndow

. Frecze pans

Sphr

Hide
(ft Charte

- What is chah ard ib uss€e

DiFerent tJpes of ctrart_Colunn, Bar, llne,
pie eh.

- CreaUon of chart
- Cugtornlzauon

tgi Sprcad shee,t for sllall ac.ounting

- Maintatning tlvoices / budget
- Totattng of Var.jous transactons

- Maiataidng dany irrd EtoDt}|ly sa.les repod
- 

arrepanng montHy salary bills
- Preparhg Staustical r€pons witb chalns

6, Computcr ComlIlnlcrtto!. alrd lrtcact!
{a) gasic computer nitwoc.ks . . 

fMaxmum ] o Mar."q

.tAN

Internet

- {TAN

{b) Irrtcr:ret

- Concept orlnternet

- Applicadon Internet

{c} Service on Interaet

- WWW and creb sttee

CorrEnunlcati orl on InteTnei

'lr



(c) Web brorvsing software

ii
- lfiternet E)iplorer

- NetscapeCornrnunicator

id) Surfirlg t}Ie lnte.rlret

- civisg URL addr€ss

- Search

- Msving eround web-si1e

- funting or €av'ug portion of we! ilages

- Down loading

{e) Chattjng on tnternet

E-M.ail:-

la) Basic of electro c mail

What h an el€ctronic fiail
E-nail addrssstng

- Marlbox - inbox ard outbox

(b) Ueing B.Matls

- Vieping

- S€adrry

Maximum tO Mar.ks)

{Ma-{imum 5 Maf,ksl

- Savlqg

- S{ndfurg sarne and rnail to vartous u6ers

(c) Document handling

S€nding soft cop]' as attachment

- Btclosur6 to &mail

Send poruon of document as Frmall

Powar Poirt:-

{a} Basics

dfference between Document and

Presentauon

Uslng Pdwer Potnt

Op€ning bwer Poirtt Pteseniation

Ustng wlzard for cre4ting Presentaiion

(b) Creauon of Pres€ntation

- fltle
Text creatlon

- Foni.and gizes

Bulle! and tndentlng

Moving to ffxt slide

{c) Preparailon of slides

Selectlon qn)e of slides

- Inporling t t Aam docrtments



- Moei:tg to nexr slide
- The slideManager

[dJ lrovicltn$ acstbetics

- Slide Desigu

Rackgrouad and toxt col0rs
- Madrlng your own slide lormat
_ Fo(

't&otes and 6ltde numbedng
(eJ Slidc marlFdation and €lide ahaq/

{0 ftesentlrlion of Blides

. Usiug slide sholv
, Rlntllg {he slklcs and Hardoutg
- Sllde sorter

- nue sorter

Z. trnowle.tgc ot K{n.aad! Ituall EoftsRre ln,-
{a.l Word ltro..esstngi

lb) Spread Sheet;

{cj p0wcr poinl; prssmtation; and
(d) htsrnet and Commuricaffon.

tr Pl{tfORN OF AABAD{S r-

{e) power polnt

!!, tt![nDn. Or prpensr

(1.) :Ihe te$l ehfllt tre fftlbe, nulttple choice type.
[2] Totai quesacnrs shal be gO, carryllr€ 1 mar]s each
(3) Indlcafive allocatton ofgo marks baeeO on syltabus is as follows:,

(a) Co Unter ftrndameillal{r and wlndow$
Word ltoccssing_ MS Word

(c) Cftiputer Cqnmudcations. 
'nternet 

aod c_Drall

{d} Nudt l&rryada software

Xnowledge In Worel procsstrrg ,

{Maxinnrrn 10 Marks)

- Ma*fllum S ma.rks.

- Mardmnrs 20 mar*$.

- Maximrlm *0 rnarkg

- Mi:ximum 20 rnark$,

- Maxhum lO nrarks^

- Maxlmum S rnarks,

By Order and in the name of the Covemor of l{arnatak*.

Dr, MAI{GALA .e,$
Unde,f Secretaty to Cover]ll}rgnt,

Dqlarimejtt of Pef$on:rel and Adrnlnlstrafive Reforfts

{'

[l) lhere sha.u be onc papcr cjombin rrg both theor1r and prac6cal conffguraton que.sgon$,
t'' 

H;f,f,#j" *oer srhall be in both Engtidl * Icarrnad,r- candtdar.e€ .,ul .ipi .rny one of the

{Sen'ice Rulcs " l)


