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ANNEXURE-1

DATA ENTRY OPERATOR (GROUP-C)

Note: Question Paper will comprises of 200 questions of multiple choice. Section "A" will carry 60
questions, Section "B" will carry 90 questions and Section "C" will carry 50 questions. All questions will
carry equal marks. The question paper will carry 200 marks and will be of 3 hours duration.

PART A

Introduction to Computers: Introduction, Capabilities, Classification, Application and Generation of
computers, Brief History of Computers, Computers and Hardware, Input/Output Devices, Central
Processing Unit (CPU), Brief Introduction to Memory, Input Data : Sources & Concepts, Keyboard,
Graphical Input Devices, Processing: CPU, ALU, CU Memory, Unit and different type of bit, byte,
kilobyte, megabyte and gigabyte ,Cache Memory, Semiconductor memories such as RAM, ROM,
PROM, EPROM, EEPROM.

Output Devices and storage devices: Why output is needed, Monitor, Printer, Impact, Non-impact
Printers, Plotters, Storage Device, Primary Devices, Secondary Devices, Magnetic Disks.

Operating System: Introduction to Operating System, Architecture of Operating System, Booting
Procedure, Types of Files, Secondary storage devices: NTFS, Latest removable storage devices, hard
disks, CD’s and DVD’s, Storage and Retrieval of data- concepts and tracks, sectors, cylinders, boot
record, disk partition and File Allocation Tables (FAT), Types of software: System software and
application software, Functions of operating system, Interpreter, compiler and assembler, Mainframe
systems, Desktop Systems , Multiprocessor Systems , Distributed Systems, Real time systems, System
Components, Operating System Services, System Programs, Process Concept, DOS PROMPT,
Introduction to Dos Commands.

Database Systems: : Basic concepts, Characteristics of Database approach, Finding Records With Data
form ,Adding/Deleting records, Filtering records in a worksheet Three-schema Architecture and Data
Independence, Data Models, E-R Model, Relational Data Model, SQL Programming Techniques,
Relational Database Design.

Communication Networks : Computer Network Definition, Goals and Applications, Networks
structure and architecture, OSI reference model, services, topology, transmission media, Client-Server
model , IEEE standards, TCP/IP model.

Internet & E-mail Services: Introduction to Internet, Information Super Highway, Types of
Network, Basic Uses of the Internet, Internet Administration, Protocol used in different Generation,
World Wide Web, Domain Name System: Domain & Address, Domain Name System (DNS), Ways to
access Internet , World Wide Web(WWW), Requirement of Internet, Working of Internet, Connection
to Internet Using the Dial-Up Network Wizard, More about World Wide Web, Introducing Web
Browsers.

Multimedia: What is a multimedia ?, Introduction to Multimedia softwares, Introduction to Animation:
Different types of Animation, Animation Techniques, Digital audio, video and photography, Concepts of
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Graphics, Graphics tools: Adobe Family, Playing of a CD with Media Player, Working with a Sound
Recorder.

PART B

Windows : Introduction to Operating System, What is an Operating system ?, Why is it required? What
are the types of an Operating System ?, What are the functions of an Operating System ?, Terms often
used for Windows, Introduction to Windows, Specialties of Windows , Terms often used in Windows,
Taskbar: What is the Taskbar ?, What are its functions ?, Launching of applications with help of
Launching Pad, Explanation of title bar and buttons, Switching between applications, Changing the size
and position of the Taskbar, Properties of the Taskbar, Desktop: Introduction to the Desktop, Main Icons
on the Desktop, Properties of the Desktop. Network Neighborhood in Explore window, Sharing, Sharing
of files and folders, Sharing of hard disk, Sharing of Printers, Connecting a device temporarily.

Control Panel : Introduction to Control Panel, Tools under Control Panel, Accessibility Options , Add
new Hardware, Add Remove Programs, Date/Time, Display, Fonts, Keyboard, Mouse, Multimedia
Passwords, Printers, Regional Settings, Sounds.

Office automation :What is Windows, What is suite of Software, Selecting in Office Programs, Using
Tools and Menus, Working in Documents, Cutting, Copying, and pasting, Saving a Document, Getting
Help, Advantages of Word Processing under Windows, Various Word Processors available under
Windows.

Word Processing software: Opening a New Document, Opening an Existing Document,Recently
opened files, Opening from the Documents menu, Exporting and Importing File, Setting Up Your Pages,
Choosing page Size and Orientation, Changing page Size, Changing Orientation, Setting Margins,
Centering Page, Controlling Page Breaks, Typing in the Document, Inserting Today's Data, Moving
Around in the Document, Creating Sections, Inserting a Section break, Formatting a Section, Viewing
Sections, Using Columns, Numbering Pages, On Your Own, Saving a File, Quitting Word, Formatting
Text, Creating Headers and Footers , Mail Merge ,Templates, Wizards and Printing Technigues

Spread Sheet software : Introduction to spreadsheets, Introduction to excel, File management in
excel, Create a new workbook, Moving around in the worksheet, Formatting, Adding formulate and
functions, Large databases, Additional facilities to format data, Charts and Maps, Work with multiple
worksheets, Printing in Excel, Importing and Exporting of data.

Presentation software: Introduction, Applications of Power Point, File Management in Power Point,
Add text and other objects to slides, Templates and Master slide, Giving Animation effects, Links and
Action buttons, Tuning up of Presentation.

Database software: Introduction: Starting Ms-Access, Opening an existing database, Understanding

database, Creating database, Managing database objects, Creating Tables, Adding, Editing and
Viewing Data, Sorting, Query, Creating Forms, Creating Reports.
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PART C ( General Studies related to Uttarakhand)

(a) Education, culture, agriculture, industry, trade, and commerce, living habits, geographical,
political background, and special knowledge about social customs.

(b) Cultural, economic, natural resources, and historical background
(c) Contribution of science and technology in development of Uttarakhand
(d) Population and urbanization

(e) Rural, local administration, and contemporary events

Practical (only qualifying)

The speed of 9000 key depression per hour in English and the speed of 8000 key
depression per hours in Hindi for Data Entry work will be judged by conducting a speed test on
the E.D.P. machine (s) by competent authority.
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