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PERSONNEL AND ADMINISTRATIVE REFORMS SECRETARIAT

NOTIFICATION

No. DPAR 43 SCR 2008, Bangalore, Date: 18.12.2012

In exercise of the powers conferred by rule-5 of the Karnataka Civil Services (Computer Literacy Test)
Rules, 2012, the Government of Karnataka hereby notifies the Syllabus, Number of papers, duration and
maximum marks of the Computer Literacy test for the purpose of the said rule which shall be as specified in the

Schedule below, namely:-

"SCHEDULE
SYLLABUS FOR COMPUTER LITERACY TEST

(Maximum Marks- 80)

Time- 90 Minutes

1. Introduction to Computer:- (5 Marks)

{a) What is Computer

(b} Broad Categories of Computers

(c) Language of Computer

{d) Basic applications of Computer
L

{e} Components of Computer

Central Processing Unit (CPU)
Input and Qutput devices
Computer memory

Concept of hardware and software

{f) Representation of data concepts of data processing

Definition of data
Basic data types

Storage of data as files

2. Introduction to Windows and Windows concepts:-

(@) What is an Operating System and basics of Window

(b) The user interface
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Using mouse and moving Icons on the sereen

The My Computer lcon
- The Recycle Bin
- Status bar, Start and Menu
- Running an application
- Windows Explorer Viewing ot File, Folders and Directories
- Creating and Renaming files and folders
- Opening and closing different Windows.

() Windows setting
- Control Panels .
- Wall paper and Screen Savers
- Setting the date and sound
- Concept of menu using help
(d) Advanced Windows
- Using right button of the mouse
- Creating short cuts
- Basics of window setup
- Notepad
- Window Accessories
- cut, copy & paste
3. WORD PROCESSING IN ENGLISH : MS WORD:- (Maxdmum 20 Marks)

{c}] Word Processing Basic
- An introduction to MS WORD
- Opening MS WORD package
- The Menu Bar
- Using the Help
- U#Mng Icons below menu bar
(b} Opening and Closing Documents
- Opening Documents — Save and Save As
- Page set up
- Printing Documents
- Display/Hiding of paragraph marks and
inter word space
(¢} Moving around in a document
- Scrolling the document —Scrolling by
link/paragraph
- Fast scrolling and moving pages
{d) Using a Document/Help Wizard
(e) Text creation and manipulation

- Paragraph and Tab setting
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Text selection

Cut, Copy and Paste
IFont and size selection
Bold, Italic and Underline

Alignment of text —center, Left, Right and Justify

{f} Formatting text:

Changing font, size and color
Paragraph indenting -
Bullets and numbering

Use of Tab and Tab setting .

Changing Case

{g) Handling multiple documents

Opening and closing multiple documents
Cut, Copy and paste across the documents

Saving of clip boards

{h) Table Manipulation:

(i) Printing

Concept of Table - Rows, Columns and cells
Draw table

Changing cell width and height

Alignment of text in cell

Copying of cell

Delete/inserting of row or columns

Borders of table

Printing

Print Preview
Print selected page
Mhil merge

4. SPREAD SHEET ~ MS EXCEL :-

(a) Elements of Electronics Spread Sheet-MS EXCEL

- Application / usage of Spread sheet

Opening of MS Excel

The Menu bar

Work Book and sheets

Creation of cells and addressing
Cell inputting

Edit features

(b} Manipulation of cells

Enter text, numbers and dates

Insertion of cells, rows and columins

Maxdmum 20 Marks)



- Formatting of cells, rows and columns
- Creation of tables
- Cell height and widths
- Copying and moving cells
(c) Use of formulas
- Usage of basic formulas
- Functions — Financial. Statistical. Date &
Time, Math & Trg and Logical
(d) Data Manipulation:-
- Sorting
- Filter
- Subtotal

- Freeze pans
- Split
- Hide
(f} Charts
- What is chart and its usage
- Different types of chart-Column, Bar, Line,
Pie etc.
- Creation of chart
- Customization
(g) Spread sheet for small accounting
- Maintaining invoices / budget
- Totaling of Various transactions
- Maintaining daily and monthly sales report
- ePreparing monthly salary bills

- Preparing Statistical reports with charts

5. Computer Communication and Internet:- (Maximum 10 Marks)
(a) Basic computer networks
- LAN
- Internet
- WAN
(b} Internet
- Concept of Internet
- Application Internet
() Service on Internet
- WWW and web sites

- Communication on Internet
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(¢} Web browsing software
- Internet Explorer
- Netscape Communicator
{d) Surfing the Internet
- Giving URL address
- Search
- Moving around web-site
- Printing or saving portion of web pages
- Down loading
(¢) Chatting on Internet -
E-Mail:- {Maximum 10 Marks)
{a) Basic of electronic mail
- What is an electronic mail
- E-mail addressing
- Mailbox — inbox and outbox
(b) Using E-Mails
- Viewing
- Sending
- Saving
- Sending same and mail to various users
(¢) Document handling
- Sending soft copy as attachment
- Enclosures to E-mail

- Send portion of document as E-mail

Power Point:- (Maximum 5 Marks)

{a) Basics

- fitference between Document and

Presentation

- Using Power Point

- Opening Power Point Presentation

- Using Wizard for creating presentation
(b) Creation of Presentation

- Title

- Text creation

- Font and sizes

- Bullet and indenting

- Moving to next slide
(c) Preparation of slides

- Selection type of slides

- Importing text from documents



- Moving to next slide
- The slide Manager
(d) Previding aesthetics
- Slide Design
- Background and text colors
- Marking your own slide format
- Footnotes and slide numbering
(e) Slide manipulation and slide show
{f) Presentation of slides
- Using slide show
- Printing the slides and Handouts
- Slide sorter

- Title sorter

7. Knowledge of Kannada Nudi Software in,- (Maximum 10 Marks)
{a)} Word Processing;
(b} Spread Sheet;
(¢) Power Point Presentation; and

(d) Intermet and Communication.

. PATTERN OF TESTING :-
(1) The test shall be online, multiple choice type.
(2) Total questions shall be 80, carrying 1 marks each

(3) Indicative allocation of 80 marks based on syllabus is as follows:-

(a) Computer fundamentals and Windows — Maximum 5 marks.
Word Processing- MS Word — Maximum 20 marks.

{b) Spreadsheet ~-MS Excel - Maximum 20 marks

(c) C@mputer Communications, Intemet and e-mail - Maxdmum 20 marks.

(d) Nudi Kannada software
Knowledge in Word Processing - Maximum 10 marks.
(e} Power Point — Maximum 5 marks.
III. NUMBER OF PAPERS:-
(1) There shall be one paper combining both theory and practical configuration questions.

(2) The question paper shall be in both English & Kannada. Candidates can opt any one of the
languages."

By Order and in the name of the Governor of Karnataka.

Dr. MANGALA .G.S
Under Secretary to Government,
Department of Personnel and Administrative Reforms
(Service Rules - 1)

TS O B0PEeecd, 95 oY was, dovded. (53) (1000 Tatd)



/

KA / BG - GPO/ 2515 /WPP-47/ 2009 - 2011

et ~ IV-A origedd, aborgard, 80t 2, 9009 (Yeude Ok, J& Jae NFAw) JO. e

2100 @

kA

o

BBEYI HPITH [L3TOOD

SR EUES

A4 .

ﬁoajg: 28276 59 HeRF 2012, Bonsseds, Hmeos: 06.08.2012

TIOF LT [T NeT (BCERMT® Xo3UTD H[OCT) JoRMAL, 2012, <uWSy, I, ST TH
SEEEE, OF908:07.07.20120 ofRend R0 A 59 Al 2012 09 SEeatha 8 @wnoh3d

LonINY TURM, wOIE 0oRIFng [RET IFUmod HZ0FROT 15 OIRLRLN  GGood

TREBTIE BOFIBOH 2y IINV0T SECTBAYR, THB) FOBNRE, BERA OJ0%: 07.07.20120

Sh
TTITNE SOmTWIT eRri-1v @ (M0 462)TQ IIVCIT Tozg ALY AEiY wRRoDI, 1978 (19900
TTRFRE HACNE 14)0 3¢ FItnr (2) S oo TIUel (@) LOREE S unS@HBRCD0E

SR EORNRREO0S;

oS Cow

X
]

@@y, 07.07.2012 domd xR3FEa3ON vzjémmaocs IREDHZHoow;
B, WO BOBY Wil O3 CFSHB/HOBNGD AL 8 FRRTIHTOOT;

S5 Bwr W O, Aw®T Jednd oo, 1978 (19903 smertis wonD, 14)d 8¢

)
%)

TFCDROOR LOBe0R 33 @Edns (D YU FB0RE ST TETTE URTTRTDY, HTRoba,

i

EIRF LT AEOFTR) B sR0T B3 FYIOR QCNENYRY, CREY, 20mT-
QohToned

L oeae? SHd TmEoyi- (1) 81 LoDPRYR, STors A0eT A (J0ERUT AREEED oes)

(STRIE) VOV, 2012 Q0T FTODIHL
g



2200B000 FRIRSELR, )
2. QoD 2§ STHTG- oor LU f LT Ree (JOSROT WE0SY wITE) SO oo
SO 20 woer s 3YIORDA, WSAYHATIE, VOET-
*(2) P8 Seshzedodnt SRRERER WFeWHAT.-
TIELIE /DT Aea3d( ma’maﬁ) Seadras) dodIned, 1977 vgor OFcaann duaens
JeedTd A0NINGD DD TIIFEIT SER 20EF Heg HH0DhTD, 1978 (19907

14) Q0D clRmTe FeS BEee DO ROWCHRABOI THEATTE. oA

84 QORWNT VoD 1T e0TRODHE (3)TY DFTDERCANDT BEATR,

2e3nYOs clamde DT [T JezhHEod0D  @nenoss Jeadmd ;o NPl HErc

IMOBDRRWBITOE FOTHRD FOFJI | TOLTODRD, ©RY [ONIEIBHONY TR DWEE

= b
SRESIEN EWS SV 1 TROD ©TT  TOTFPROOD?), @eranside. o 00
< - ko S 1 L 0g )
ATFCY) OFm  A5F000E URBAOIVL FOFOI JIBITIT.”

TIRFT PBEROT sReToHmT ENE BT

R afooz{fé i3



2

L)

PERSONNEL & ADMINISTRATIVE REFORMS SECRETARIAT
NOTIFICATION
No. AR B9 SCR 2012, Bangalore, Dated: 06.08.2071 -

Whercas the draft of the [ollowing rules further to amend the Karnataka Civil Services
(Computer Literacy Test) Rules, 2012, was published as required by clause (a), sub-section {2} of
secdon 3 of the Kamataka State Civil Services Act, 1978 (Karnataka Act 14 of 1990) in Notification No
DPAR 58 5CR 2019 dated 07.07.2012 in part IV A of th

{ he Kamnataka Gazette dated 07.07.2012 wnviting

objections and suggestions from all persons likely to be affected thereby within fifteen days from the

date of its publication in the Official Gazette.
Whereas, the said Gazette was made available to the public on 07.07.2012.

And Whereas, no objections aud suggestions have been received in this behall by the State

OVErTHTeril.

Now, therefore, in exercise of the powers conferred by sub-section {1} of section 3 read with
section 8 of the Kurnataka State Civil Services Act, 1978 {(Kamataka Act 14 of 1990) the Government of

“arpatalka hereby makes the following rules, namely:-
RULES

i. Title and commencement:- (1) These rules may be called the Kamataka Civil Service

IaYaY 3
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Cotnputer Literacy Test) (Amendinent] Rules, 2012,

(2) They shall be deemed to have come into force with effect from 22.03.2012(the date on which the

main rules have come into effect).

2. Amendment of rule 2:- In the Karnataka Civil Service (Computer Literacy Test) Rules, 2012,
wor nale 2, the following shall be substituted, namely:-

-5

2. Applicability in respect of Direct Recruitees.- Notwithstanding anything antained inn the
Karnataka Civil Services (General Recruitment) Rules, 1977 or the rules of recruitinent specially
made or deemed to have been made under the Karnataka State Civil Services Act, 1978 (Kamataka
Act 14 of 1890) in respect of any service or pusl, person appoinied to any post by direct recruitiment
o any of the State Civil Services, except the posts specified in sub-rule(3) of rule 1, shall pass the
Computer  Literacy Test, as tnay be prescribed by the Government within the period of their
probation and the period of probation shall not be declared until he or she passes the said test. The

test shall be conducted by the Government or the agency approved by the Government.”

By Order and in the name of the Governor of Karnataka,

Dr.MANGALA G.8.
Under Secrelary to Govermmerit,
Department of Personnel & Administrative
Reforms (Service Rules-1).
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