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 XI. (i)  MODEL Theory Question Paper with Blue Print and Weightages:

                                        A.P. OPEN SCHOOL SOCIETY, HYDERABAD                          851
 MODEL - PAPER  

     COMPUTER SCIENCE (THEORY) 

TIME: 3 Hours








Max.Marks: 30

I.    Answer all the six questions






1 x 6 = 6 M 

1. One kilobyte (KB) equal to 
(a) 1000 bits               (b) 1024 bits           (c) 1020 bits         (d) 1024 bytes             
2. All formula start with which sign in excel
(a) +           (b) -           (c)@         (d) =
3. Which file format can be added to a power point
(a) .JPG           (b) .gif
        (c) .wav        (d) All of the these.
4. Computer virus is 
(a) A Hardware


(b) Windows tool

(c) A Computer program
(d) None of these
5. Can you locate a word in word document
(a) Yes           (b) No
        (c) Both Y/N        (d) Not applicable
6. i............ make eye contact while conversing 
(a) Always               (b) sometimes                     (c) never   

II.    Answer all the six very short answer questions 


  
1 x 6 = 6 M
1. What is cell, what does it contains.
2. Expand the term MICR, and specify its use.
3. What are the default margins of the word document.
4. Write a note on multimedia components
5. Name the slide components used for reference
6. which life skills are required to maintain positive and healthy relationships between you and your environment?

III.   Answer any five of the following short answer questions


2 x 5 = 10 M
1. Write about different types of ROMs
2. Write or explain edit menu options in word.
3. Specify date and time functions in excel.
4. How to add a worksheet and renaming it in a workbook.
5. Explain different views in power point.
6. list three major reasons of fights between neighbours and suggest positive solutions to resolve them?

IV.  Answer any two of the following essay type questions 


4 x 2 = 8 M 
1. Explain the steps in mail-merge process.
2. Write about Animation in power point.
3. Describe the applications of multimedia.
WEIGHTAGE OF MARKS BY (a). CONTENT

	Module No.
	Topic
	Weightage of marks

	1. 
	Computer Basics
	4

	2. 
	MS – Word
	8

	3. 
	MS- Excel
	8

	4. 
	MS- Access

	8

	5. 
	MS-Power Point
	

	6. 
	Multimedia
	6

	7. 
	Internet & E-mail
	

	8. 
	Computer Virus
	

	SS 1 to 5 & CSC i, ii.
	Soft Skills & Personality development, Soft Skills & Personality development, Tele communication skills, Computer & Internet working principles, Entrepreneurial skills
Safety measures, Add-on skills, model project report, funding sources.
	4

	
	Total 
	38


WEIGHTAGE BY (b) OBJECTIVES:

Question Paper (Q.P)   Setters are requested to ensure that the Theory Q.P. contains Marks for 

Knowledge
        
11 Marks 
 

Understanding
  
11  Marks

Application
          
16  Marks

in the total paper

WEIGHTAGE BY © DIFFICULTY LEVEL: 

The difficulty level of the Questions shall be as follows

Below Average: 
50%

Average:

25%

Above Average:

25%

BLUE PRINT for travel Model QP of Theory

(This varies from QP to QP)
	M. No.
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Objective


	Knowledge
	Understanding
	Application
	Total

	
	[image: image2.png]


Type of Question

Content Unit


	L.A.Q
	S.A.Q
	V.S.A.Q
	M.C.Q
	L.A.Q
	S.A.Q
	V.S.A.Q
	M.C.Q
	L.A.Q
	S.A.Q
	V.S.A.Q
	M.C.Q
	

	1
	Computer Basics
	
	2(1)
	
	
	
	
	1(1)
	
	
	
	
	1(1)
	4(3)

	2
	MS – Word
	4(1)
	
	
	
	
	
	
	1(1)
	
	2(1)
	1(1)
	
	8(4)

	3
	MS- Excel
	
	
	1(1)
	
	
	2(1)
	
	
	
	4(2)
	
	1(1)
	8(5)

	4& 5
	MS- Access & MS-Power Point
	
	
	
	
	
	2(1)
	
	
	4(1)
	
	1(1)
	1(1)
	8(4)

	6&7,8
	Multimedia & Internet & E-mail, Computer Virus
	
	
	
	1(1)
	4(1)
	
	
	
	
	
	1(1)
	
	6(3)

	SS 1 to 5 & CSC i, ii.
	Soft Skills & Personality development, Soft Skills & Personality development, Tele communication skills, Computer & Internet working principles, Entrepreneurial skills
Safety measures, Add-on skills, model project report, funding sources.
	
	2(1)
	
	1(1)
	
	
	1(1)
	
	
	
	
	
	4(3)

	 
	Total
	4(1)
	4(2)
	1(1)
	2(2)
	4(1)
	4(2)
	2(2)
	1(1)
	4(1)
	6(3)
	3(3)
	3(3)
	38(22)

	Figures with in the brackets indicate the No. of Questions

Figures out side the brackets indicate the No. of Marks


(ii)  MODEL vtc practical Question Paper:
                                              A.P. OPEN SCHOOL SOCIETY, HYDERABAD                          851
PRACTICAL - I
 – COMPUTER SCIENCE (VTC PRACTICAL) 

TIME: 3 Hrs

                MODEL QUESTION PAPER


Max.Marks: 20

Answer all the questions   (15 M for practical + 2M for viva voce + 3M for VTC practical record).  

1. Question No.      of Question bank of VTC Practicals          15 marks                                                                                         
                                           

(iii)  MODEL practical Question Paper for wstp – General Skills set (gss)
A.P. OPEN SCHOOL SOCIETY, HYDERABAD                    
851
Practical II– COMPUTER SCIENCE (GSS PRACTICAL OF WSTP)                                               

TIME: 3 Hrs


MODEL QUESTION PAPER


      Max.Marks: 15

Practical II - General Skills Set (GSS)

Answer all the questions   






15 Marks

1. Question No.      of Question bank of General Skills Set (GSS) of WSTP .
                                           

(iv)  MODEL practical Question Paper for wstp – cOMPULSORY MINIMUM Skills set (CMSs)
A.P. OPEN SCHOOL SOCIETY, HYDERABAD                    
851
Practical III– COMPUTER SCIENCE (CMSS PRACTICAL OF WSTP)                                               

TIME: 3 Hrs


MODEL QUESTION PAPER


      Max.Marks: 15

Practical III – Compulsory Minimum Skills Set (CMSS)

Answer all the questions   






15 Marks

Question No.      of Question bank of Compulsory Minimum Skills Set (CMSS) of WSTP .
XII. a) Question Bank for VTC practical – I (COLUMN – V)

Part -  A




5 marks

1. Create the folder, sub folders and move files from one folder to another folder. 

A



              B                           C         Now copy   Sample.txt to D folder.


D
       Sample.txt

2. Desktop settings changing.
· Screen Resolution
· Change theme

· Set a new wallpaper

· Set marquee with your name

3. After mouse button operations from left to right. Using Add or Remove programs remove an unused program. 

4. Create a folder and file in MS-Word. Write the file and folder on to the CDs, DVDs and removable disk (pen drive).  

5. Install MS-Office package into your system. 

6. Install scanner and printer drivers. 

7. Create a file in Notepad and save it in your existing folder.

8. Insert the any Picture at the right top of the page  and place a symbol using windings from font drop down list.

9. Type the text of your choice and apply right-justify to the paragraph. Apply center alignment to the heading. Highlight the important text using the font styles.

10. Student has to type two paragraphs of text of his choice and keep the original file and produce a new file with repeated words replaced. 

11. Type your name in MS-Word and apply one of the Word Art style. Set the number of undo’s to 11. 

12. Enter the text of your choice in MS-Word and apply shimmer effect to one of the line of a paragraph.

13. Enter the text in MS-Word and change the font colour of a line of the paragraph. Change the case of the letter from present case to Upper case. Capatilze each word of  other paragraph.

14. Create a document and apply all the paragraph options with 1 inch first line indent. Divide the page into 2 columns. 

15. Type the parts of Computer in MS-Word and apply Bullets. And Change the colour of the Bullets. Copy the same data and paste at another part of the document and apply numbering in Roman format.

16. Demonstrate the difference between save and save as. Show the Print preview of the document.

17. Type a paragraph and Apply drop cap to the paragraph. Change the Page colour and give the Page border of your choice.

18. Prepare a table of your choice and bold the headings and change the font colour of your choice. Align the text of the cell to the center-bottom.

19. Demonstrate the usage of merging and splitting of cells, rows and coloumns in a table.

20. Demonstrate splitting of the table. Show the how to repeat the header row when table size exceeds the page.

21. Check the document for spelling as well as grammatical mistakes and correct them.

22. Demonstrate the importance of autocorrect and remove the existing word from the list of autocorrect words.

23. Type in the following paragraph and correct the spelling mistaken using spell checking option. 

24. Demonstrate Autofill feature of MS-Excel for months, days and 100 numbers.

25. In MS-Excel create a new workbook and insert 2 more sheets and rename one of the sheet as APOSS. 

26. Prepare a salary statement for an organization “Rajiv Vidya Mission”. Make title to the center of the row. Bold the sub headings and apply orientation as 45 degrees.
27. Prepare a statement in MS-Excel for population of five countries taking appropriate figures. Generate at least 3 types of charts.

28. Using MS-Excel, demonstrate the usage of legends, data labels, axis, chart title and format the chart area.

29. In MS-Excel, calculate the totals, average and find out the result as PASS/FAIL using IF function.

30. Prepare a marks statement of 10 students in MS-Excel with 4 subjects (TELUGU, ENGLISH, MATHS, SOCIAL) , calculate the total subject wise and sort the data on Maths in descending order. Apply filters in total column using the conditions.

31. Create table  in MS-Access to store details of employees such as Employee Id, name, Date of Birth, Address, Designation and Salary . Assume the data and Create the 10 records

32. Create a table of your choice and enter 10 records. Create a simple query using the table to display the information.

33. Create a student’s table to store the details such as Roll no, name, father’s name, Date of Birth, Date of joining, Fees and Residence address. Create a Form to enter the details into table. 

34. Create a student’s table to store the details such as Roll no, name, father’s name, Date of Birth, Date of joining, Fees and Residence address. Create a Report to display the information from the table.

35. Prepare a Presentation about Computers using pictures in MS-PowerPoint

36. Demonstrate the usage of slide sorter view in MS-PowerPoint

37. Demonstrate Animation effects using MS-PowerPoint at least 5 effects. 

38. Demonstrate at least 5 effects Transition using MS-PowerPoint and print the hand outs of the presentation.

39. Demonstrate how do you send E-mail to your friend and upload necessary files.

40. Show the process of downloading the specific data from Internet.

Part - B




10 marks

41. Install windows XP.  

42. Create a document typing the text of your choice in MS-Word and follow the below given condition.

a. Top margin 2 inches 

b. bottom margin 1.5

c. Page size A4

d. Insert Header and footer

e. Insert Page number in Roman number format.

43. Create a document of 6 paragraphs and shift 1st paragraph to the 5th paragraph and 5th to the 1st paragraph. Align the 3rd paragraph to the center of the page. Line spacing must be double.

44. Demonstrate the usage of Mail Merge. Send the merged document to atleast 10 persons. Apply the following conditions to the letter

a) Margins 1 inch in all sides

b) Line spacing double.

45. Show the process of Scanning the computer using antivirus program. Remove the virus from effected files and folders, if any.

46. Show the process of creating e-mail ID in Gmail. Demonstrate how to check the mails and reply. Show how to search data on specific topic and download.

47. In MS-PowerPoint, prepare a Presentation about your school/college using pictures, table and word styles. Use all Animation and Transition effects. Demonstrate the slide show.

48. In MS-PowerPoint, Create a presentation file of your choice containing atleast 10 slides using different slide layouts and show in different views. 

49. In MS-Access, Create  two table for employees which contain details of Personal      information such as EMPLOYEE ID, NAME, DATE OF BIRTH, ADDRESS, PHONE NUMBER and other table which contains official information such as EMPLOYEE ID, DESIGNATION, SALARY, DATE OF JOINING, DEPARTMENT NAME, OFFICE PHONE NO. Create a query to display the information from two tables using primary key.

50. In MS-Access,  Create table and enter the data of your choice. The table should contains atleast 10 records. Create a query to display the data from the table. Show the information from the table using form and query.

51. In MS-Access,  Create table and enter the data of your choice. The table should contains atleast 10 records. Create a query to display the data from the table. Show the information from the table using report and query.

52. In MS-Access,  Create table and enter the data of your choice. . The table should contains atleast 10 records. Using the filters and sort display the information as per the required condition.

53. In MS-Access, Demonstrate the importance of sort and filter features.

a) For Multimedia, Identify the necessary hardware parts with specific configuration.

b) Demonstrate the installation of any multimedia software in your system.

54. In MS-Excel prepare Salary Statement that contains Employee Name, Designation, Department name, Basic pay, HRA, DA, Gross, and Net Pay and calculate as per the given conditions HRA = 10% of Basic pay; DA =  7% of Basic pay; Gross = sum up the Basic pay, HRA, DA; 

55. In MS-Excel create a cash sheet/stoke sheet  in a book house, contains Book name, quantity, price, discount and net amount. Give the heading as SHIRIDI BOOK HOUSE and align the row. Apply orientation to the headers of the table to 45 degrees. Border the table.

56. In MS-Excel, create a Column chart for the given Population table. Rename the worksheet as Population chart. Format the chart area with the choice colour. Show the chart titles, legends on the bottom of chart area. 
	    Years
	Men
	Women
	Children
	Senior citizen

	2001-02
	50000
	45000
	25000
	86000

	2002-03
	47000
	58000
	96000
	50000

	2003-04
	85000
	74000
	46000
	29000

	2004-05
	30000
	72000
	49000
	81000

	2005-06
	47000
	72000
	61000
	84000


57. In MS-Excel Prepare a SSC marks statement for 20 students that contains Student Name, Telugu, English, Maths, Science, Total, Average, Result. Assume the marks. Using formulae or functions calculate necessary fields. Result can be displayed as PASS if student secures greater than or equal to 35 in all subjects otherwise FAIL.

58. In MS-Excel Prepare the given statement.

a) Calculate the total

b) Show the records  of students who secured greater than 190 in total column using filters

c) Sort the table on subject2 in descending order.
	    Name
	Subject1
	Subject2
	Subject3
	Total

	   Kapil
	50
	85
	56
	

	   Sachin
	75
	25
	56
	

	   Ramu
	18
	12
	96
	

	   Krishna
	59
	52
	41
	

	   Gopal
	45
	84
	83
	


59. Demonstrate the usage of Auto fill feature in MS-Excel for Numbers, Dates, Days, and Months. 

60. Type a document of 5 pages from any non computer book  in MS-Word. Demonstrate the usage of Spell check and Grammar including all the sub-options and make the document error free.

61. In MS-Word Create a table for any data of your choice such student marks list, Time table , employees details, etc. Table should contain atleast 10 rows and 6 columns. Table should have necessary bold headers and apply center alignment. Apply all the necessary table options to make the table attractive. Shade the cells of the table with colour of your choice. Change the Font type to Arial and Font colour of your choice.

62. In MS-Word Create a table for any data of your choice such student marks list, Time table, employees details, etc. Table should contain at least 10 rows and 6 columns. Table should have necessary bold headers and apply center alignment. Demonstrate the usage of Merging of cells and Splitting of rows, columns and table.

63. Type the document of 3 pages in paragraphs from any non computer book.  Bold the important text in the document. Underline the headings. Align the 2 of the paragraphs to right-justification. Apply format options like font colour, font size and font type.  Apply page border. Indent the first line of each paragraph to 1inch.

64. Create a document of 3 pages which contains paragraphs and list out the parts of computers in it. Demonstrate the usage of bullets and numbering wherever necessary. Line spacing should be double. Apply spacing between paragraph. Shade the text at important place of your choice.

65. Create a document of 3 pages which contains paragraphs and list out the parts of computers in it.  Demonstrate the application of Drop cap. Change the page colour. Demonstrate all the options of change case.

66. Create a document of 3 pages which contains paragraphs.

a) Demonstrate the difference between Save and Save As. Show the working of find and replace options.

b) Demonstrate the editing options cut, copy and paste. Apply spell and grammar check options. Show the print preview and print the document.

67. Create a document of 3 pages which contains paragraphs. Insert headers and footers of your choice. Insert the pictures wherever necessary. Number the pages in Arabic format.

68. Install MS-Office package on your computer. Demonstrate the usage of control panel.

69. Demonstrate the creation of folders and subfolders on desktop. Show how to restore the deleted files and folders.

b) Question Bank of WSTP GSS practical – II 
1. Install WINDOWS – XP and also Install printer, sound and scanner drivers

2. a) Create a 10 page document with headers, footers and page nos. using the content downloaded from internet about “database system”. 

Type the following paragraph:
A search engine is essentially a database program, which finds out information and catalogues all web pages on the internet according to keywords, about a specific topic, you enter into the search box provided.

i) In the above paragraph find the word “internet” and change to uppercase.

3. Remove old version of Ms – office and install Ms – office – 2010

4. Type the experience letter on a letter head and Insert a 10x10 table on a document describe the activities you practiced. 

5. Create a table with the following items.

	S.NO
	NAME 
	B.PAY
	ALLOWANCES
	GROSS PAY
	DEDUCTIONS
	NET-PAY

	
	
	
	DA
	HRA
	
	GPF
	PT
	G. PAY - DEDUCTION

	1
	
	
	
	
	
	

	2
	
	
	
	
	
	

	3
	
	
	
	
	
	

	4
	
	
	
	
	
	

	5
	
	
	
	
	
	

	6
	
	
	
	
	
	

	7
	
	
	
	
	
	

	8
	
	
	
	
	
	

	9
	
	
	
	
	
	

	10
	
	
	
	
	
	


i) On above table insert a row above row 6

ii) Column headings should be bold and increase the font size

iii) On above table depends on requirements increase and decrease the size row height and column width 

iv) On above table shade the net amount with group color 

6. Zoom the document to 150% 

Type the following paragraph 

This is just a short note to help you get acquainted with the insertion and replacement models in word for windows. When the editing to be done result in more characters than currently exists you want to be in the insertion mode when making the change on the other hand when the editing to be done contains the same or few characters the replacement mode is best 

i) Divide above paragraph into three columns and insert appropriate picture

7. Create a pay slip with the following  items

i. Sno    ii.       Name        iii.      Dept        iv    basic pay   v.    Dearness allowance   vi.   Hra  viii.  G.p.f  ix.   I.tax     x.  Allowance     xi.   Deductions      xii.  Net pay  

Allowance =  b.pay +d.a+ hra

Deductions = p.t+g.p.f+i.t

Net pay =  allowances – net pay

Note : p.t = 2% of basic pay

 I.t = 10% of basic pay 

    Use appropriate functions to generate pay ship for 10 employees

   On above pay slip shade the net amount with gray color 
8. Create a ten students report with six subjects total result marks and average marks 

i) If average is greater than 60 say first class

ii) If average is greater than 50 and less than 60 say second  class

iii) If average is greater than 40 and less than 50 say third class

iv) If average is less than 40 say fail 

9. Show above data in graphical representation and move graph to another sheet 

10. Create a ten students report with six subjects total and average 

i) Use sort (asending or descending )  on total field 

ii) Display the records who get more than 60 marks in maths subject.

11. Create a emp.table with the following fields 

i) Sno     -           numeric (size)  2 bytes
ii) Emp.id  -   numeric (size)  4bytes
iii) Dept-code    -   numeric (size)  2 bytes
iv) Emp-name   -      character (size)  20bytes
v) Designation  -  character (size)  15bytes
vi) Basic pay   - numeric (size)  4 bytes
vii) Hra  -  numeric (size)  4 bytes
viii) Da  - numeric (size)  4 bytes
ix) G.p.f  -   numeric (size)  4 bytes
x) I.t  - numeric (size)  4 bytes
xi)  p.t   -     numeric (size)  4 bytes
On above table emp_id is primary key 

i) Sort above table on emp_name.

12. Create dept_table with the following fields 

i) Dept_code – numeric 

ii) Dept_name   - character 

Join the emp_table and dept_table
13. Install antivirus software and scan the computer.
C) Question Bank of WSTP CMSS practical – III  
1.   a) Check whether printer and scanner are connected properly or not. 
(5M)
      b) Recognize the CDS/DVDS. 
      c)  Copy files to pen drive.
      d) Write files and folders to the CDS/DVDS from the CDS/DVDS.

      e) Show how to create folders and subfolders. Rename the folders.
    

2.   Install the “MICRISOFT OFFICE” Software.   




 (5M)
3.   Type the following data into two paragraphs.

I complaint the Director and the staff members of NIMI for their “Commendable” task. Which I hope will go a long way “towards”. The overall “Improvement” of the standard of skill training “programs” in days to come The    National council for Vocational Training (NCVT) has also prescribed these IMPS 
for use under the craftsmen & Apprenticeship Training Schemes. (Note: Quoted Words are typed as it is without Quotes)

i) Check the spelling using “Spelling Check”

ii) Apply alignment to the paragraphs.

iii) Use the font size “10”

iv) Highlights the text “National Council for Vocational Training” in paragraph.

v) Save the document as : NCVT.doc in your folder in a drive.
(5M)

4.  Type a letter to the ‘CEO’ of the company.



(2M)

5.  Create the following table in MS- Word.
	Title of Subject
	Subject Code
	Status of Subject
	Credit Hours

	Computer Applications
	INFOL3002
	Core / Major
	4

	Mathematical Techniques
	DIM5058
	Mathematics
	4

	English
	DEN5018
	Uni / Lan
	3

	Tally
	MPW2113
	Uni / Lan
	3


ii) Add the boards and shading as shown.

iii) Insert 1 row in between ‘Mathematical Techniques” and English.
	Business  Management
	DBS5018
	Core / Major
	3


iv)   Save the document as: Table.doc on desktop.

(5M)

6.  Type the following text.





(10M)
a) An introduction to web programming

· The world wide web’ is a part of the internet. In fact, despite being a much recent development, the world wide web has overshadowed the internet popularity. This is mainly due its user – friendly environment and its attractive interface web programming, in simple terms, can be defined as writing a program which can be used in hypertext environment over a network.
· The language of the web is HTML. Stands for Hyper text Markup Language, which has been derived from SGML (Standard Generalized Markup Language) This is an ASCII based language, characterized by the presence of tags around simple text.

b) Using Tags to structure Documents.

HTML Identifies how a document is structured and what its various elements are so that it can be easily transmitted and translated from server to client. Tags are the elements which indicate how the document is structured. A tag beings with a ‘<’ and ends with ‘>’ and looks like this < tag >  these tags can be used –b show. 

· Where on  element begins or ends

· To indicate what style the text is, or

· To put specific elements into an HTML page.
                      A tag used to identify a section  of an HTML document looks like this <tag> 

        Some text you write here <tag> the tags that indicate a web page begin with the <title> 

        tag.

i) Check the default Margin settings in ‘PAGESETUP’ option. 

ii) Set the paper size as A4 and change the ‘left’ and ‘Right’ Margins to 1.5”

iii) Select the Heading (1.1 An Introduction to web programming and 1.2 using tags to structure Documents’ and perform the following. 

· Change the font size to “14”

· Change the font “courier” instead of “TIMES NEW ROMAN” 

· Change the font style to Bold face and underline it.

iv)   Show the document using PAGE LAYOUT, NORMAL and OUTLINE view.

v)  Find the text ‘world wide web’ and Replace it with ‘www’ using the find and Replace option.

vi)   Change the Bullets to numbers in paragraph 1.2 

vii)   Show print preview of the document and print it using shortcut key.
viii)  Give the printout.
7.
a)   Show how to Copy & Paste the data from page “1” to page ‘3’ using shortcut    (10M)                         

                     Keys. Change the font size and style, color of the font.

b) Print the document using shortcut key. 

c) Prepare a Resume using a photo & Symbols.





8.     a)  Create a document  with model data to send call letters. Merge the data with Main (5M)     

              documents. Edit the individual documents. Print the merge document.           
9.    a)   Open a new document in MS – Access. Create a employee table using suitable (5M)
              Data types.

b) Create a simple Query using the required data.

c) Sort the data on a specific field.

      


10.   i)    Apply different filters on the data. 

(5M)
ii) Create simple form using table.

iii) Create report to display the records.

iv) Create a report to print required fields.
v) Sort the data based on third column of the table 


11.  Show how to create a presentation for a product using different slide layouts. (5M)
a) Use different backgrounds, Textures, Colors & design.

b) Use different “WORDART” for text.

c) Insert images and cliparts.

d) Insert sound files on selected slides.
e) Apply transition effect to second slide.


12.    Apply Animation effect to contents of the slide with timing effect.  

(2M)
a)   Set the time for each slide for slide show.

b)   Demonstrate the slide show.
13.    a)  Recognize the browser in your system and open a website 

(5M)
b) Create an email account .(yahoo, gmail, …)

c) Send email to the customer ,attach files to the mail and send to customer 

d) Open and check the received mails                                                

14.    a) Search for a particular topic in search engine 

(2M)
          b) Save the data to your computer                  


    
15.    a) Show how to open the ms –excel and rename the worksheet set the cell size using options  (2M)
         b) Save the document in ms office 2003/XP format   

     
16.    a) Create a model salary statement, change font type , font size , and color   (2M)
         b) Rename the worksheet as salary sheet           

     
17.   a) Create a model marks sheet of a students and apply the functions like  
(2M)
i. sum

ii. average using formula bar 

b) Use above functions manually 

c) Give the heading to the worksheet 
d) Insert charts for individual marks for every student in each subject

e) Make the heading bold and center in the row 
18.  a)  Display the model data in assending order  or descending order  (2M)
        b) Show how to insert formula in formula bar      
19.  Create the worksheet using the following data starting from the cell AI.
	S,no
	A
	B
	C
	D

	1
	Sales
	Sam
	Peter
	John

	2
	Tv
	342000
	213000
	543000

	3
	Video
	122000
	566000
	427000

	4
	Stereo
	456000
	123000
	328000


i. Save the workbook with the name sales on the desktop .

ii. Close the workbook sales 

iii. Open the workbook sales from desktop

iv. In the workbook sales ,change the name of the three worksheets to january , february and march .

v. Insert a worksheet for the month of december before the worksheet for the month of january .

vi. Change the name of the new worksheet  to december 

vii. Enter the following data in the worksheet december starting from cell ai
	S,no
	A
	B
	C
	D

	1
	Sales
	Sam
	Peter
	John

	2
	Tv
	101000
	150000
	126000

	3
	Video
	122000
	175000
	222000

	4
	Stereo
	350000
	221000
	256000


viii. Switch to worksheet january .

ix. Change the following january data

	Sam
	Stereo
	From 456000 to  428000

	Peter
	Video
	From  586000  to    325000

	John
	Tv
	From  543000 to   548000


x. Delete the worksheet march.

xi. Save the workbook sales.                     (10M)
XIII. LIST OF TUTOR MARKED ASSIGNMENTS (TMAs)
(i) TMAS for Theory
1. Write detailed procedure to install windows XP 

2. Name all the parts of the computer and explain in detail.

3. Explain the procedure of creating folders and subfolders.

4. What is virus? Explain in detail about the virus. 

5. What is antivirus? Explain in detail about antivirus programs.

6. Explain the steps to copy the files into folders.

7. Explain in detail about any five components of Control panel.

8. What is text editor? Explain the tools of MS-Office package.

9. Describe about the following:

a) save b) save as  c) Undo d)  cut, copy and paste e) Find and replace f) Page setup
10.  What is mail merge. Explain the steps in detail to generate merged document

11.  Explain in detail about formatting features of MS-Word 

12.  Describe about the insert options such as pictures, word art, page numbers and headers and footers.

13. Define table. Explain the steps to create table. Explain in any 5 formatting features. 

14. Write about spell check and grammar.

15. Explain briefly about paragraph options.
16. Mention the types of alignments with suitable examples.

17. Explain about a) bullets and numbering b) Drop cap c) Change case d)       Borders and shading.

18. Explain about the spreadsheet and its uses

19. Write about 10 formatting features of MS-Excel.
20. Explain about any 5 funtions of MS-Excel.

21. Write the steps to create chart. Name various charts available in MS-Excel.

22. Write about the important options used in slide presentation.

23. Write about slide animation and transition. Mention any five transition effects.

24. Write the steps to be  followed to write files and folders on  CDs/DVDs.

25. Define data base. Mention the objects used to manage the data.

26. List out the data types available in MS-Access and explain. 
27. What is multimedia. Explain in detail.

28. Write about internet. Explain the steps  to  a) create e-mail id  b)  download the data and save in MS- Word  c) sending and receiving e-mails. 
Module - I
1. Identifying different types of computers
2. Learning  about parts of the computers
3. Knowing about different types of softwares

4. Installing the softwares

5. Networking the computers

6. Definition and features of computer

7. Application areas of the computer in real time

8. Commonly used components of the system

9. Functions and connectors of each component
10. Different types of softwares used  in the working environment

11. Installation process of softwares

12. Difference between stand-alone Computer and Networking group

13. Types of Networks and Network topologies IP addresses.

14. Sharing resources through the Network.

15. Identifying the different parts of the computer and able to fix them to make sure the system is in working condition.

16. Finding out the minimum set of software required for functioning of the computer.

17. Can describe the features and uses of the application softwares into system.

18. Can install NIC drivers and can assign IP address to each mode in the network.

19. Able to share resources in the network.

Module - II
1. What is internet? How to connect to internet.

2. Use of web browsers and search engines.

3. Creating e-mail account, login to social network sites like facebook, twitter and youtube.

4. Sending, receiving mails with attachments.

5. Downloading softwares through Google engine.

6. Using Ms-Word to prepare official documents.

7. Using Ms- Excel to present information in graphical format.

8. Preparing a slide-show presentation on any topic with Ms-Power Point.

9. Using picture-manage to edit images

10. Printing documents on various sizes of paper, Learning print dialog options.

11. Internet definition and history.

12. Different ways to connect to internet.

13. Web browsers and search engines.

14. Internet protocols and features of internet.

15. HTML the language used to prepare web documents.

16. Gmail account creations process.
17. Downloading free softwares from fee sites like filehipp.

18. Creating account in social sites like facebook, twitter, youtube with gmail-id.

19. Learning about parts of windows application

20. Creating - Saving, open and closing of a work document.

21. Editing, moving, copying, formatting of text.

22. Paragraph formatting, applying bullets,  numbering.

23. Find and replace the text.

24. Setting up header and footers of a document.

25. Spell checking and grammer checking.

26. Mail-merge purpose and advantages.

27. Creating tables in the document.

28. Creating multiple column documents

29. Page Setup and Printing

30. Opening – Saving - Closing of Excel workbook.

31. Adding and renaming excel worksheets.

32. Cell formatting – text alignment, borders and using functions.
33. Merging cells, inserting, deleting rows and columns.

34. Using formulas in worksheet.

35. Creating charts with worksheet data.

36. Sorting rows in excel related to student info.

37. Printing in landscape and portrait modes with fit to page option.

38. Features and advantages of MS- Power Point.

39. Creating presentation through Auto content wizard templates and manually.

40. Slide sorter and slide show.

41. Types of slides – slide views.

42. Inserting objects and charts into slides

43. Animation and transition of slides.

44. Using picture-manager to edit images.

45. Able to connect  to internet and can browse sites for required information.

46. Can download free softwares or images, videos from Google.

47. Can receive / send mail with attachments.

48. Able create, and format word documents

49. Able to generate charts using data in worksheet

50. Able to prepare and present a slide show.

51. Able to print documents from various applications.

52. Able to edit images and can attach to email or facebook, twitter.

 ii) TMAS for Practical 

Part - A
Module – II
1. Search Internet and prepare information document on computer memory.
2. Download and install file compressing software like winzip or winrar.

3. Find out how Wikipedia is useful to internet users.

4. Design a visiting for a company manager.

5. Create a letter head for company correspondence.

6. List out mobile phones by manufacturing company. Use nested lists with different list-styles.

7. Create a table for five students, showing Student No., Student Name, Marks in five subjects English, Telugu, Mathematics, Science, Social studies.

8. Add a picture in word document and create heading using word – art.

9. Convert decimal number to binary number using function in excel.

10. Calculate simple interest for P=10,000 N=3yrs R=5% in excel worksheet.

11. Calculate the Net pay of the employee on the conditions 

i) DA=56% of basic < 8000 else 44%

ii)  HRA = 12.5% of basic > 1000 else 10%
iii) GPF =10% of basic pay and 

iv) I.Tax = 3% of basic > 8000 else 5%.

12.  Create bar graph for the following data student strength from year 2008 – 2011
	    Years
	Course1
	Course2 
	Course3
	Course4

	2008
	1000
	650
	400
	550

	2009
	1050
	675
	425
	600

	2010
	980
	630
	520
	490

	2011
	1120
	720
	650
	650


13. Create a pie-chart using the above date

14. Create a Power Point Presentation containing the four slides with your information

· Name of your college with bold letters.

· Address of your college.

· The course you are studying and year of joining

· Extra curricular activities you like more, games or hobbies.

15. Create a presentation which explain the features of Television set.

16. Create a power point presentation which have a company organization chart and a sales report in a graphical format.

17. Search internet for solar system details and create a power point presentation.

18. Using notepad, word pad, MS- Paint applications from windows menu.

19. Making use of Recycle bin of windows.

20. Mail merge procedure to prepare multiple documents.

21. Using word – art, clip-art in word

22. Finding total, average of student marks worksheet and giving grade using the conditions

· A of total marks > 75%

· B of total marks > 60% and <75%.

· C of total marks > 50% and < 60%.

· D of total marks < 50%.

23. Using mathematical and statistical functions in excel.

24. Preparing graphs in excel worksheet.

25. Power-point presentation preparation using bold titles, images and graphs copying form other applications as well as downloading from internet.

26. Using Animation and transition effects in a power- point presentation.

27. Sending/receiving files with attachments with emails.

28. Printing the documents from word and excel.

29. Using picture manager for editing and resizing images for uploading into web sites. 
  iii) TMAs for Soft Skills and course specific chapter (CSC) 
XIV. VERTICAL Mobility

       If any further possibility available, as per your knowledge, the same may be detailed.

XV. REFERENCE books, materials and websites
1. Fundamentals of computers – Himalaya Publishing House.
2. Fundamentals of computers – Rajaraman PHI
3. Information Technology – Dennis P. Curtin Mc Graw Hill International
4. MS Office – BPR Publication
5. MS Office – Sanjay Sax sena
6. Fundamental of the Internet – Tata Mc Graw Hill
7. Telugu Monthly Magazines: Computers for you, Computers Era
8. English Monthly Magazines: Digit, PC-Quest, PC-Magazine 
          Website: 

XVI. Modalities/norms to identify
a. Vocational Training Centers (VTCs)

· ITIs  offering Computer Operating and Programming Assistant /MES
b. Working Skills Trainers (WSTs)

· DTP centers, Marketing Researching Groups like IPSOS, NELSON, Retail chains and Five star Hotels.
XVII. Suggested for recognition as 
a. VTCs (Existing institutes related to course in A.P.)
b. WSTS (Producing/Servicing Professionals/Firms in market)

XVIII. specific additional fees suggested, if any, with justification

 In addition to the Training Fees, at times, certain consumables and others may be required to run the course, for which certain expenditure is involved. In such cases the total expenditure per student that should be collected additionally with due justification for such recommendation may be given.
XIX. Foreword  

One paragraph about importance of this course (To be incorporated as part of Director’s foreword)

XX. WSTP Diary 

Similar to practical record at VTC, the learner has to maintain WSTP Diary at real work place while doing practice of the course activities. A model design of the diary suitable to the course structure may be framed and detailed.
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