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English grammar
vocabulary
spelling
synonyms




e antonyms
e power to understand and comprehend English language and ability to

e discriminate between correct and incorrect usage
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Computer Concepts — Parts of a Computer, Peripherals and their function Computer
Applications Security Internet Basics — Storage, processor, display, mouse, ports, CD
Drive, printer and scanner Email, Packaged Applications, Customized Applications
Passwords, Virus, Backup Accessing the Internet Search Engines

MS Excel — Basic Operations and handling text Handling Numbers: Simple arithmetic
operations and formatting Handling Dates Page Formatting, Setup and Printing

Opening and saving, entering and editing data, copying and moving data, inserting and
deleting rows and columns, merging cells Addition, subtraction, Multiplication, Division,
Average, decimals, currency, percentage Formatting'and ‘creating series Selecting Print
area, setting Margins and adjusting size

MS Word — Basic Operations Text Formatting Page Formatting, Setup and Printing
Enhancing documents Opening and savingycopying and moving, finding and replacing
Using Formatting Toolbar for Bold, Italics, text orientation, selecting font size, colour,
tupe and styles Bullets and Paragraphs Margins and Page Breaks Inserting objects,
hyperlinks, and tables

MS- PowerPoint — Basic Operations Slide Layouts, Master Slide Enhancing slides
Printing Slides and Handouts Opening, entering and formatting text in different parts of a
slide and saving Creating"and applying a Master layout, changing theme and background
Inserting objeetsyAnimation and Creating a Slide Show Adjusting number of slides per
page, printing With ‘borders

Applications.of Computer in Government
MS Joffice, Word (operations in letter typing etc). Excel (report formatting futures etc).
PowerPoint Presentations, Outlook express or email handlings, MS Access or Database

basic concepts, emails etc.,

General knowledge of computer industry (like manufacturing companies, available main
software, Famous Net Applications, Free email providers etc).




