MAHARASHTRA STATE BOARD OF VOCATIONAL EDUCATION EXAMINATION, MUMBAI -51

Name of Syllabus

C.C.In COMPUTER DATA ENTRY OPERATOR.

1 (101121)
2 | Max. No of 25 Students
Student
3 | Duration 6 Months
4 | Type Part Time
5 | No Of Days / 6 Days
Week
6 | No Of Hours 4 Hrs
/Days
7 | Space Required Practical Lab= 200  Sq feet
ClassRoom = 200  Sq feet
TOTAL = 400 Sq feet
8 | Entry S.S.C. appeared
Qualification
9 | Objective Of Scope for Self — employment as well as wage employment.
Syllabus/
introduction
10 | Employment Scope for Self — employment as well as wage employment.
Opportunity
11 | Teacher’s Any Six month Course of Computer Approval by MSBVE With Typing
Qualification Speed 40 wpm & 2 yrs. Experience in Data Entry field.
ITI (DTP) or COPA with relevant Typing speed & experience
12 | Training System Training System Per Week
Theory Practical Total
06 hrs 18 hrs 24 hrs
13 | Exam. System
Sr. . Max. | Min.
NG, Paper Code Name of Subject TH/PR | Hours MarksMarks
Computer Data Entry
110112111 Operator TH-1 | 3hrs. | 100 | 35
210112121 Typing Practice PR-1 | 6hrs. | 200 | 100
3 (10112122 MS-WORD & Internet PR-II 3hrs. | 100 | 50
Key Deperation Per Hour
(K.D.P.H.) (8000-10500)
Total 400 | 185




C.C.In COMPUTER DATA ENTRY OPERATOR.

Sr. Theory Topics Contents
No
1 |1. Computer Fundamental 1. Computer Fundamental

a. Introduction to computes

b. Structure of computer

c. Computer languages

o

. Input / Output devices

@D

. Secondary storage devices

=h

Security & safety of data

g. Introduction to operating
systems

2. Microsoft Word

Practical topics

Fundamentals of computers & operating systems

A) Introduction to computer: Definition of electronic digital
computer & their characteristics like: speed, accuracy, storage,
diligence, automation & versatility. Computers — micro, mini,
mainframe, super computers, pc, pc-xt, pc-at.

B) Structure of computer:- Block diagram & functions of
different units of computer.

C) Computer languages:- Machine language, assemble
language and high level languages, introduction to compilers
and interpreters, (definition and comparison). Overview of
representation of data.

D) Input / Output devices:- Study of keyboard, VDU, printer,
plotter, and mouse.

E) Secondary storage devices :- Tapes, Disks, Hard disks,
Floppy Sectors, Tracks, Cylinders, Memory Capacity, Cartridge,
Backup Tapes

F) Security & safety of data :- Security : Like passwords, write
protections. Safety : Like monthly, weekly backup, concept of
virus & preventive measures.

G) Introduction to operating systems :- Dos, introduction to
LAN, windows 98 and introduction to nt, study of commonly
used dos internal and external commands like dir, type, cls, date,
time, copy, del, erase, disk copy, format, disk comp, md, cd, rd,
backup, restore, copy con, del tree, attrib, creating simple batch
file, edit command.

2.  Microsoft Word

A) Working with text, graphics and text boxes inserting &
sizing pictures, normal view, online layout view, page layout
view, print preview, outline view, split screen view, zooming the
view, character formatting, paragraph formatting, language
formatting, flowing text, borders & shading, creating / applying
/ modifying / removing styles, using style gallery, setting
margins, paper size, paper orientation, creating & deleting
section, using auto-format, setting headers, footers, footnote,
end note wusing print dialog box, printing documents.
Introduction to mail-merge and tables, printing documents, auto
format, using heading numbering, find and replace, auto-text,
auto-correct, automatic bullet and numbering, inserting/
updating caption, using auto-caption, using bookmarks.

Practical topics about typing and typing seed is attach on
separate sheet

Practical topics about typing and typing seed is attach on separate sheet




Practical —1 - Typing Practice

Sr.No.

Topic Name

Practice on Typing Tutor software

Practice on ISM

Practice on Shree Lipi or Akruti

Practical — Il - MS-WORD & INTERNET

Sr.No.

Topic Name

M.S. WORD :- Working with text. graphics and text boxes inserting & sizing
pictures, normal view, online layout view, page layout view, print preview,
outline view, split screen view, zooming the view, character formatting,
paragraph formatting. Language formatting, flowing text, borders & shading,
creating / applying / modifying / removing styles, using style gallery, setting
margins, paper size paper orientation, creating & deleting section, using auto
format, setting headers, footers, footnote, endnote, using print dialog box,
printing documents. Creating, Formatting, removing columns, drawing table
with draw table button, inserting table with insert table button / insert table
command, connecting text to table, table to text, adding & deleting cells, rows
and columns, formatting table, editing text in a table, sorting table information,
calculations in table, merging & splitting cells. Mail-merge : Creating the main
document specifying data source, creating new data source, using an existing
data file, using excel as a data source, adding merge field to the main document,
setting merge option with merge dialog box, sorting, filtering records to be
merge, using word fields for conditional mail merge, merging data. Using
outlines, promoting and demoting items, auto format, using heading numbering,
find and replace, autotext, autocorrect, automatic bullet and numbering,
inserting / updating caption, using autocaption, using bookmarks, using letter
wizards, track changes. Recording, running, deleting macro, assigning macros to
keyboard shortcuts, menubar and toolbars, creating templates, using wizards,
creating hyperlinks, using master page, using word document as an attachment
to E-mail, linking part of excel worksheet in word document.

INTERNET

Concept of Internet WWW, ISP, Internet Protocols, TCP/IP, HTTP, FTP,
TELNET, BROWSERS, WEB PAGE, WEB SERVER, WEB SITE, HOME
PAGE, Dynamics Web Site, URL, Interactivity, Intranet, Firewall, IP
Addresses, Routers, Email Addresses, Domain Names, Dynamic Verses Static
Web, Portal, Cookies, Usenet, IRC, Gateways, Factors affecting speed of data
transfer over internet, M.S. outlook express: messaging, scheduling, address
book

Web surfing, sending and receiving E_mail, sending word document as an
attachment.




List of Tools, Equipment and Software :-

Sr.No | Topics Suggested
1 List of Tools,
Equipment and
Software
1. Software 1. Software

Microsoft Windows XP

b. Microsoft Office Latest version
Microsoft Word Processor

c. ISM for Marathi Typing

d. Typing software (Tutor)

2. Hardware
2. Hardware

P-111 600 MHZ or higher

1 GB RAM or higher

15” Color monitor

Keyboard Multimedia

Mouse Optical

CD-ROM Drive

(Minimum 6 computers of above configuration )

Desk/Ink Jet Printer or Dot Matrix or Laser Printer ( 80/132
column)
(Minimum 1)

Reference Books :

Sr. No Title of Reference Book Author of book
1 Computer & Common Sense Hunt Shelly

2 A First Course in Computer Sanjay Saxena
3 Computer Fundamental P.K.Sinha

4 Complete Reference manual of Ms-Office
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