M@ FEq™
far- yifafas, a9 g- FFUIY, dg-¥, T2- O fooe" a@us
GAT FfraiitaTers TeTRT Tease

qEIFH qTATATs T 38 JCo™T fawmm TiRast © |

Yo T : faflem wiem quTTF : o0
faeftor =ror () TORTIEE TEAT UTE : Yo
(@) Feaaral qUTTS : 30
g AT (Examination Scheme)
q. 999 0T : fafad o (Written Examination) quTs : R00
a7 o qUITE | SWIUg TRYETT JUITEAT TIAEEI X AEF | Q9T
JIH | G :E’? 900 %0 h YO Y9H X R ATH | ¥Y e
ST ey TgAHTaE T (MCQ) >
el I éild_v'l g9 ¥ AR AP R Hudl
fadra | Tar Fverey q00 ¥ 0 : - ng—,rxqomwﬁ\
ATHT AT AT 994 2

3. fedfim aIoT : WS T swAatal (Practical & Interview)

oo qUITE, IS A& JOTTAT qqa
(%) TARTICHEE TIETT Yo Y TARTCHE q FueT
(@) e=aarar 30 - Arfa®

oA :

ferfard TRieTeh! Tream 97T <Tel a1 ST 3727a Jrel ¥ 3Ts g9 §S |

9oH ¥ fgdE goren! forfed wien g5grae 5710 |

fofad wiem e ToTHed ¥ TSR IR FARTETe Feaf-od T3/ faugmn difet 379R g4 |

SR Sgaehicqsh (Multiple Choice) TRl TTeTd STR {SUAT Foaieh Teid 3™ o9q R0 Yiaerd g

FHET TMRAG | T 3T ACUH & MU AT (8- B4 T AT gl U TR w7 |

Y. T SgAehicdsh g I Tiaeiel 3 erear SIUST goil &R (Capital letter) A, B, C, D

SEIIHS | T A&R (Small letter) a, b, ¢, d TREH A =T H4 AGHT TRl AU Ao STRYAFT IE,

S |

TETFHICTH Y9 g WILTHT F JhRh! Faesheres (Calculator) TN T4 W8 & |

o, fOUENTA FeEEE ERAT T3] @I Y9 o U3¢ YA g8 o geawal aal v1T (Two or more part of
a single question) & U321 Y99 31=Ffd €8 &1 g5 W=l o¢l fewuiig (Short Notes) e Hfhe |

. ToYEATd YeHT Yodesh T/ foTaeh Yok WUSHhl ol Bglgs SRyhaes g4s | uRendicl ek
FUEH] IR IR AR VUG ITRYRARH E]I4S |

<. I WGHFH ATSH AR T/ foeeR] fTuHavg SR SR WU A9 TEFsREE Wal A,
t, fam, fafam qen Hifaes wheren! ffd w1 3 wfe ermfe (Jemae wuent o1 Herde wE gesusn
o1 I TRI HIMYT WE) SHAH EheTs T9 TSHAAT Wehl TFF] TE8 |

0. oH TR WSS B HUFH SFHEARETS | fgdld RO W& AHTd RS |

9. ureE=H Ewa T

K W 0 o

«0

Page 1 of 7



M@ FEq™
far- yifafas, a9 g- FFUIY, dg-¥, T2- O fooe" a@us
GAT FfraiitaTers TeTRT Tease

TIW U : T {F, SEINE A9 T qar aeaeeft
GuUg (F)- Yo AEH
TEA (Y, TIF X R AGF)

qraT= T

1.1 S9Tefept STRTierer, Ufqetfass, snfies, anfdes, Aehiqe T AAIAH ATCATATIET AT
1.2 aTarERe, =1 gatg ¥ kel SR

1.3 guamigs e g swaRiftas taftata

1.4 aTATaRI YU, FER, TGS gl R T fqarer

1.5  =feror ofeamell & QEdnT TSI ATdheT FILAT AR

TlaaTa T ATE sgae

2.1
2.2
23
24
2.5

BEIGEARICEIBEIREREI i

Hiferd gep, TR et fagra ¥ Hifdaes

FTIATAHRT, STFLIATIRT T =ATAAMART A e
ASLMThebl ATShHIC TAT TGH, Tl T T Tehl ATRRE®
AT ATTRR TEIAT AT

QUHTF TIT AT ATTHATES

3.1
3.2
33

34

AT FIATE T ATHIE I 1 T fafaes

TATAPT RIS, ATA, ATTE T IR fataaar (Tagedr, Tarerd, ST, Jrgud)
TR ATF Aawdn. faFEeH q@gRes (FW, IAN, AR, Tded, Arqrand, g, e,
e, fqga) ¥ faera drsrr

AT FaehTar T ATl &1, sl &7 T el &raehl e

YT A T GFAead FAAEE

4.1
4.2
4.3
4.4
4.5
4.6
4.7
4.8
4.9

FrasTieh YRATH! tﬁ%«m, faere, Idfed ¥ XTI

TRETTT AT SIAeTd, Ie9d, FSATHE @y, (I, aaa Tl qar Mardides
TRETT (e, TRETITRT ATTAGIRT T TGHT HEod

TRETTT ¥ UA, 2092

TRETTT FURIA AT, 309

TR@TIT LI FHATY AT 9T [, 053

[T (FaEI®) FRER TF, R0%3 ¥ [GIA (Fel@lqe) FREAR [FIHEdr, 20%Y
TIATETAT TAT JhI9TH UF 0% 5, (IHTEedT 0%%

410 fefdee FuTer HHa®H, 0%

|UE (@)- Yo ATH
TR (Y, T X R AF)

Computer Fundamentals

1.1
1.2

1.3

Definition, History, Generation, Characteristics, Types & Applications of Computers

Overview of a computer system :

1.2.1 Data and data processing

1.2.2 Hardware: Definition; Input Unit, CPU, Output Unit; Storage devices: Primary &
Auxiliary Memory

1.2.3 Software: Definition; Types of Software; Programming Language& its types

Concept of Multimedia
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Operating System
2.1 Introduction to Operating System
2.2 Types of Operating System
2.3 Functions of Operating Systems
2.4 Windows Operating System

2.4.1 Basic Windows Elements - Desktop, Taskbar, My Computer, Recycle Bin,
2.4.2 Starting and shutting down Windows

2.4.3 File Management with Windows Explorer

2.4.4 Windows applications: (Control Panel, Character Map, Paint)

Word Processing

3.1
3.2
33
3.4

3.5
3.6

Concept of Word Processing

Creating, Saving, Opening, Previewing and Printing documents; Changing Default settings
Elements of Word Processing Environment (Menu, Toolbars, Status bar, Rulers, Scrollbars)
Copying, Moving, Deleting and Formatting text (Font, Size, Color, Alignment, line & paragraph
spacing); Finding and Replacing text; Setting Page Layout

Creating lists with Bullets and Numbering

Familiarity with Devanagari fonts

Electronic Spreadsheet

4.1
4.2

4.3

4.4

4.5

Concept of Electronic Spreadsheet

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

Creating, Opening, Saving, Page Setting, Previewing and Printing Work Book; Changing default
options

Elements of Electronic Spreadsheet Environment (Menu, Toolbars, Status bar, Rulers,
Scrollbars)

Editing, Copying, Moving, Deleting Cell Contents; Formatting Cells (Font, Border, Pattern,
Alignment, Number and Protection); Formatting Rows, Column and Sheets

Powerpoint Presentation

5.1
52
53
54
5.5
5.6

Introduction to presentation application

Creating, Opening & Saving Slides

Formatting Slides, Slide design, Inserting header & footer

Slide Show, Animation

Inserting Built-in picture, Picture, Table, Chart, Graphs, and Organization Chart etc.
Use of Antivirus Software
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Word Processing

1.1
1.2
1.3
1.4
1.5

1.6
1.7
1.8

Word Processing

Creating, Saving, Opening, Previewing and Printing documents; Changing Default settings
Elements of Word Processing Environment (Menu, Toolbars, Status bar, Rulers, Scrollbars)
Use of Indentation and Tab Setting; Creating Newspaper Style Documents using Column
Inserting Header, Footer, Footnotes, Endnotes, Page Numbers, File, Page break, Section break,
Graphics, Pictures, Charts, Word Art, Symbols & Organization Chart

Mail Merge

AutoCorrect, Spelling and Grammar Checking, and Thesaurus

Security Technique of Documents

Electronic Spreadsheet

2.1 Organization of Electronic Spreadsheet application (Cells, Rows, Columns, Worksheet,

Workbook and Workspace)
2.2 Generating Series; Sorting and Filtering Data; Summarizing Data with Sub Totals
2.3 Using Formula - Relative Cell and Absolute Cell Reference
2.4 Creating Charts
2.5 Inserting Header and Footer
2.6 Importing data from and Exporting into other formats
Computer Network
3.1 Basic Networking: definition, types, and topologies
3.2 Connectivity and media: Network cables and connectors
33 Introduction to Network Devices (Hub, Switch, Router, Gateway etc.)
3.4  Network cabling and cable testing
3.5 Familiarity with IP Addressing
3.6 Concept of E-mail/Internet/Extranet/Intranet, World Wide Web (WWW)
3.7 Familiarity with internet browsers (Internet explorer, Firefox, Google Chrome, etc.)
Cyber Security
4.1 Introduction to Cyber Security
4.2 Common security threats: Social engineering; Distributed Denial of Services; Viruses, etc.
4.3 Security Mechanisms
4.4 Identity and Access Control
4.5 Use of Firewalls, IDS and IPS
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Graphic Design
5.1 Knowledge of Graphic Design
5.2 The Principles of Graphic Design
53 History of Graphic Design
5.4 Graphic Design use in Media House
5.5 Color and Materials
5.6 Introduction of Adobe Illustrator, Freechand, CorelDraw
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Adobe Indesign
6.1 Introduction to Adobe In Design CS6
6.2 Creating and Viewing Documents
6.3 Pages
6.4  Working with Graphics
6.5 Formatting Objects
6.6 Working with Color (CMYK, RGB)
6.7 Point and Paths
6.8 Character and Paragraph Formatting
6.9 Using Styles
6.10  Working with Tables
6.11  Packaging and Printing
Adobe Photoshop
7.1 Introduction to Adobe Photoshop CS6
7.2 Know about Selection Tools
7.3 Know about Clone Stamp and Eraser Tools
7.4 Image size and Resolution
7.5 Image Retouching (Brightness, Contrast, Color Balance)
7.6 Knowledge of file extensions (JPEG, TIFF, PNG, PDF, PSD)
7.7 Working with Layer and Layer Style
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Contents

1.  Word processing

Creating, saving and opening documents

Typing in Devanagari and English

Copying, Moving, Deleting and Formatting Text
Paragraph formatting (alignment, indentation, spacing etc.)
Creating lists with Bullets and Numbering

Creating and Manipulating Tables

Borders and Shading

Creating Newspaper Style Documents Using Column
Security Techniques of Document

Inserting header, footer, page number, Graphics, Pictures, Symbols
Page setting, previewing and printing of documents

Mail merge

2.  Electronic Spreadsheet

Organization of Electronic Spreadsheet applications (Cells, Rows, Columns, Worksheet, Workbook
and Workspace)

Creating, Opening and Saving Work Book

Editing, Copying, Moving, Deleting Cell Contents

Formatting Cells (Font, Border, Pattern, Alignment, Number, Protection, Margins and text wrap)
Formatting Rows, Column and Sheets

Using Formula with Relative and Absolute Cell Reference

Using Basic Functions (IF, SUM, MAX, MIN, AVERAGE etc)

Sorting and Filtering Data

Inserting Header and Footer

Page Setting, Previewing and Printing

3.  Adobe Indesign

Introduction to Adobe InDesign CS6
Creating and Viewing Documents
Pages

Working with Graphics

Formatting Objects

Working with Color (CMYK, RGB)
Point and Paths
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- Character and Paragraph Formatting
- Using Styles
- Working with Tables
- Packaging and Printing
Adobe Photoshop

- Introduction to Adobe Photoshop CS6

- Know about Selection Tools

- Know about Clone Stamp and Eraser Tools

- Image size

- Image Retouching (Brightness, Contrast, Color Balance)

- Knowledge of file extensions (JPEG, TIFF, PNG, PDF, PSD)
- Working with Layer

Computer Network

- Basic Networking: definition, types, and topologies

- Connectivity and media: Network cables and connectors

- Introduction to Network Devices (Hub, Switch, Router, Gateway etc.)

- Network cabling and cable testing

- Familiarity with IP Addressing

- Concept of E-mail/Internet/Extranet/Intranet, World Wide Web (WWW)

- Familiarity with internet browsers (Internet explorer, Firefox, Google Chrome, etc.)
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