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NReach- Course Details:-

|
'NIIT
| FOUNDATION

Infra Eligibility
Course Duration Coverage Requirement Charges Certification | Conditions
Certificate ** | 3 months/ 1. Introducing Computers and Atleast 5 Trainer of Trainer: Rs Yes, Age >=10
course inIT for | 78 hours Operating System computers thatcan | 1500 + service tax NIT years
(" ners(CCIB) 2. Introducing Internet and run MS Office 2003 | Faculty Guide + CD: Foundation | CanRead
e Email or higher. MS Office | No Charges and Intel and write
3. Introducing Word Processing | required to be Participant Fee: Rs 475 (Any
4. Typing And Changing words | installed inall Language}
5. Changing the look of your | computers

words

6. Making paragraph and lines
of word look good

7. Adding pictures to your
page

8. Designing your page

9. Working with tables
10.Working with charts and
graphs

11.Working with diagrams
12.Using preset and Advanced
Feature

13.Introducing Spread Sheet
14.Multimedia, Graphics and
Web technologies.




Certificate .
course in Active
BasicIT (CCAB)

.| 3 months /

70 hours

10.

11.
[12.
[13.

[14.
(15,

16.
[17.

18.
19,
20.

Use Skype

Introduction to Computer and|
Operating System,

Setting a document’s layout,
Editing a document,
Formatting a Document,
Easing navigation through
document,
Reviewing and revising a
document,

Mail Merge,

Editing a worksheet,
Adding the logical and lookup
(Vv Look-up & H Look-up)
function,
Correcting Errors in Functions
and Formulae,

Pivot Table,

Linking cells and worksheet,
Applying conditional
formatting,

Analyzing worksheet data,
Learn how to browse on the
internet,

explore search engines,
Use online booking: railway
ticket,

Create an email account,
Send and receive emails,
Use Face book,

Atleast 5
computers that can
run MS Office 2003
or higher. MS Office
required to be
installed in all
computers

Trainer of Trainer: Rs
1500 + service tax
Faculty Guide + CD:

No Charges
Participant Fee: Rs 575

Yes,

NIIT
Foundation
and Intel

Age >=16
years

Can Read
and write
(Any
Language)




Certificate
Course for

cce)

Beginners Plus

6 months / 154
Hours

1.Introducing Computers and
Operating Systems

2. Introducing Internet and
Email

3. Introducing Word
Processing

4, Introducing Spreadsheets
5. Introducing Multimedia
6. Applying Skills to
Business and
Entrepreneurship

7. Introduction to
Entrepreneurship

8. Money Management and
Finances

9. Marketing Plan
10.Branding

11.Marketing Material
12.0nline Marketing
13.Collecting Feedback
Online

14.Showecasing Your Work
15.Developing a Product
Portfolio

16.Showcase

Atleast5
computers thatcan
run MS Office 2003
or higher. MS Office
required to be
installed in all
computers

Trainer of Trainer: Rs
1500 + service tax
Faculty Guide + CD:

No Charges
Participant Fee: Rs 575

Yes,

NIT
Foundation
and Intel

Age >=14
years

Can Read
and write
(Any
Language)

qudware
Networking -

2 months / 52
Hours

HARDWARE
1.PersonalComputer
2.Principle of Computer
3.Components of a Computer
4.Steps for Assemblinga
Computer BIOS
S5.Installing a Fresh Operating
System: Windows XP
6.Installinga Fresh Operating
System: Linux Fedora Core 5

Atleast 5
computers and
essential hard
wares related to
the H&N course

Trainer of Trainer: Rs
1500 + service tax
Faculty Guide + CD:

No Charges
Participant Fee: Rs 575

Yes,
NIT
Foundation

Age >=14
years
Can Read
and write
(Any
Language




7. Dual Boot/Multi Boot

8. How to Run Windows Update
in WindowsXP

9. Device Manager

10. How to Update Drivers
in WindowsXP

11, How to Install
Microsoft Office 2007 In
Windows XP

12. How to Install
Antivirus in WindowsXP

13. Creating User Account
in WindowsXP

14. Computer Maintenance

15. Scanningfor Virus

16. DiskCleanup

17. Disk Defragmentation

18, Working with

Networking Software
19. NetMeeting
20. TeamViewer

21 Remote Desktop
Connection
NETWORKING
. Network Topologies
. Networking Devices
Hub
Switch
Router
. NetworkCables
. Creatinga Network
Cable
8. CreatingaNetwork
9. Enablinglnternet
Through Proxy
10.Tools and Commands
for Solving
11.LAN Problems
12.EventViewer
13.TaskManager
14, Tracert Command
15.Ipconflg Command
16.PingCommand
17.Howto Connect
Computersina
18. Network
19. Workgroup
20.Filesharingand
Access levels

NNk W




Desktop
Publishing

(DTP)

4 months / 102

‘| Hours

COREL

1.Introduction to Corel Draw
2.Toolbox

3. Page Setup and Background
4. Perspective in Design

5. Color Models

6. Use Text

7. Design Composition

8. New Design Products

9, Brochure Design

10. Packaging Design

PHOTOSHOP

L.Introduction to Photoshop

2. Work with Images

3. Cover Design Composition

4, Using Layers and Filters
(Advanced)

5. New Design Products (Part 1)
6. New Design Products (Part 2}
7. Design a Web Page

INDESIGN

1. Introduction

2. Master Pages - Introduction
3. Table of Contents and PDFS in
InDesign

Atleast5
computers thatcan
run Photo shop,
Corel Draw
required to be
installed in all
computers. The
RAM and
processor should
be higher version
for smooth running
of program

Trainer of Trainer: Rs
1500 + service tax
Faculty Guide + CD:

No Charges
Participant Fee: Rs 725

Yes,
NIIT
Foundation

Age>=14
years
Can Read
and write
(Any
Language




and Formulae

4.Linking cells and worksheet
5.Applying conditional
formatting

6.Analyzing worksheet data
7.Reviewing worksheet data
8.Protecting a workbook
9.Customizing a worksheet

ADVANCE WORD

1.Setting a document’s layout
2.Editing a document

3. Formatting a Document

4. Easing navigation through
document

5. Reviewing and revising a
document

6. Mail Merge

computers

‘Advanced Excel | 3 Months /72 | ADVANCE EXCEL Atleast5 Trainer of Trainer: Rs Yes, Age>=14
& ' Hours . computers thatcan | 1500 + service tax NIT years

Advanced Word 1. Editing a worksheet run MS Office 2003 | Faculty Guide + CD: Foundation | Can Read

T 2. Ad‘_img the logical and lookup | /. higher. MS Office | No Charges and write
function required to be Participant Fee: Rs 475 (Any

3.Correcting Errors in Functions installed in all Language




Web | 2 Months /52 | 1.Demystifying Your (Future) 2.Home | Atleast5 Trainer of Trainer: Rs Yes, Age >=14
Designing | Hours Page computers that | 1500 + service tax NIIT years Can
e 3‘ Creating and Shaping Web can run internet. | Faculty Guide + CD: Foundation |Read and
B . No Charges write (Any
é:gﬁiﬁ;;ig“igdﬂ?:gfoﬁ? CHHEWED Participant Fee: Rs 475 Language
6. Planning Your Attack
7. Demystifying Basic HTML
8. Creating Web Sites with
FrontPage
9. Sending Your Web Pages into
the Real World
Certificate 6 Months/260 [1. Listen and speak to develop spoken | At least 5 Trainer of Trainer: Rs Yes, 1. Minimum
Course in Hours language ability computers that 2500 + service tax NIIT Age- 14
English D. Learn about print and books can multimedia. Faculty Guide + CD: Foundation years
Foundation 3. Learn about the sounds of the Soft Board & LCD | \ Gl 2. Maximum
(CCEF)* English language (phonemic Screen is also . Age- 25
S ks awareness) i advisable Participant Fee: Rs 525 3. Educational
= 4. Learn about the letters of the Qualification
: alphabet -8t Pass/
5. Learn and use letter-sound completed
relationships (phonics) Knows
6. Be read to and read by themselves elementary
7. Spell and write English and
B. Practice to develop their ability to is able to
read quickly and naturally (fluency) read and
D. Learn new words and understand understand
what words mean (also called simple
vocabulary) English text
10. Build their ability to understand Student
what they read and hear must clear
the
screening
testy test
for this
particular

level




10. Use Slide Share

11. Use LinkedIn
12. Use Job Portals

Certificate 1 Month/ 38 1. Learn how to browse on the Atleast 5 Trainer of Trainer: Rs Yes, Age>=10
Course in Hours internet, explore search engines computers that | 1500 + service tax NIT ears C?“ Read
Soclal : 2. Use online booking: railway ticket, | can run Internet. | paculty Guide + CD: Foundation nd write (Any
Networking cylinder, passport registration 3G connectionis | . cp arges nguage
e il 3. Create an email account advisable for X ]

4. Send and receive emails smooth running | Participant Fee: Rs 400

5. Use Facebook of program

6. Use You Tube

7. Use Skype

8. Use Blogger

9. Use Twitter

* CCEF Program will be available for the NGO’s who full fill the following criteria.

Ll o Ll o

NGO should be associated with NIIT Foundation from Last 1 Year.
NGO having a minimum impact of 120 students in 1 Year is best fitted but not mandatory
NF Representative will take the interview of the Trainer to ensure quality deliverables which can help in launching the program.
NGO should not have any outstanding payment against any services provided by NF.
All payment is to be made in favor of NIIT Foundation( NEFT/RTGS payment is highly appreciable to minimize transaction)

For any query please feel free to write to the associated SPOC or to NReach@niit.com




Window (Class Test - 1)

P
Name:- ;/{(" N 2 Bt f"' k‘{z :

1. Fill in the blacks:-

@ ... C/F L s is a processing device. (CPU / Monitor / Keyboard / Mouse)
(b) The small pictures on the desktop are called. Mﬁ?kt. (File / Folder / Icon / Button) Rare
(@) Computer is an 5 m}ua Machine. (Electrical / Electronic / Power / Control) " il

(b) Printerisan . .OLL.‘{‘PUJJ.' device. (Input / Speaker / Output / Momtor) v
(c) The button w1th the minus symbol on the title bar is known as the . HJIM Mmizé... wlmae /

Minimize / Restore / Close)

2. True or False.
1. We should speak loudly in the computer room. Fal Re I
2. You can play with mouse. 4 lz /
3. Do not eat near the computer. Tﬁr ue " @
4. Computer can remember many things. (l:ﬂw/ T
5. Computer does not need any instructions. FQ [ge
3. Give one example each of the following.

L™
1. Input Device Kfy bOG}LDL

2. Processing Device .. C? U.... L/
f? o
3. Output Device .. [aunter. ...
4. Electronic Machine . COP‘"PW O
5. First screen you so ... D %KSCQP =

4. What is Computer"
Qsg.- Conpuior i3 an Electmwnie Hackihe ftoy G e o
dD a JL\"’ ~€LK€, COdﬁ[ kﬁ
'”?J ‘v’ ) o 0 “é]é??m»tﬁ store dafe et

5. Write any two things that you do on a computer?

G o0 fiings ot wedo o o Conpules are —

5 falud’
Z) Maﬁ%%a L™ @



Date:- ‘:L\ Y

Window (Class Test = T) 7 Ol‘ 03/
Nome- ohus hhec Rt 1L o1s.

Q.A  Multiple Choice Questions:-

1. Capacity of C.D.? ' Pl @
(@ 700 Bytes (b) 700KB (c). 700MB (d 700 GB

2. To Shut Down the computer click op$ion in the start menu?
(@ Logoff (b’ Shutdown Restart (d)  Start

3. Capacity of D.V.D.?

(a) 4.7TB (b) 47MB (©— 4.7GB (® 4.7KB

4. When we delete files it goes to?

(@) My Computer (b)/ Rec;::/le, @c) C.P.U. (d D:

5. What is the first screen you saw after start the computer? = @
(a) Monitor (b) My Computer (c) Typing {d)— Desktop

Q.B Fill in the Blank:-

1. Full Form of C.P.U. Qﬁh_éﬂ&&mgﬂi&_um\-&(@
Full Form of L.C.D. j__)._ UEQMM

2.
3. Full Form of C.D. CO w Yot _jL( D

4. Full Form of D.V.D. Q;%; all Uidea  yle.«™ {Q

5. Full Form of L.E.D. Full FOMMQQA_ MY\G ‘QWJS &

Q.C Match the following:-

WINDOWS is
Which device resembles like a TV.

/MS Word@ /®

Two folders cannot have the same nam
Which is the largest key on the Key-Board?

Which software do you use to write an Application?



Name-:-

1.

o~

9 Date:-
MS-WORD (Class Test - 1) W[éfre

. D i
B bl M W - Time:- [0100 — Llop
Match th following:-

(@)  The bar on the right edge vertical scroll bar or bottom edge of the document window that is used to
display different parts of the document in the document window. (Cut Option)

(®) A special character that can be inserted into a document et Tabs)

(¢) In MS-Word, for what does ruler help? - : _ Enter Key)

(d) Which key should be pressed to start a new paragraph in MS-Word? ymbol)

(€) To cut a selected text we use “ _ @ 11 Bar)

Fill in the blacks:- |

(a) Full Form of M.S. Word_ {1 ¢ 710 20 )4 Woasd il

(b) The default size of Font Size in MS-WORD document is 2. =

(c) Letter Page Size Width _ | ¢mn Height 7.7 o

(f)  What is the Extension of files created in MS-Word 2007 ,d o L—/@

(8)

Which shortcut key is used to Spelling Check in MS-Word ~ F 1
e

Multiple Choice Questions.

(A)

(B)

(©

(D)

(E)

To create a New Document in MS Word? L
SarCHN () CuHZ () Ctel+V  (d) Ctrl+B

To Paste the selected text, we use?

@ Cul+C  (b)CuHY w(TultV  (d)Culea

To Undo a task in MS Word, we use
(@) Ctrl+C (b)) Ctrl+V  (¢) Ctr+X  ¥dyCtrl+z v

You can save a file using Menu

(a) Insert (b) View  \ertome (d) Mailings\L.—" @

To Cut a selected text we use .
Ja}Cl+X () Cul+C (o) Cul+P  (d)Ctl+V



Date:

MS-WORD (Class Test - 2) AIOE

St

Name:- S \)W\.\\ YC\IJO\Q : ~ Time:- _\015%

(1)

\=)

3)

Write True or False:-

()
(b)
(©
(d)
©

MS Office is Application Software. ('_I‘/rue’/ False) %
40 columns can you insert in a word document in maximum? (True / lells/e\/
. . . . . 13 L1 \-/
If is say Arial, Calibri, Verdana... What I am Talking about “Language”. (Truc / F)kc/)
The shortcut key ‘CTRL+R’ is used to “Replace”. (True / Fals@)ﬂ
MS- Word software-<do you use to write an application. ('I}ue’/ False) |_—"

Match the following:- >&

@
(b)
©
(d)
(©

(a)
(b)
(©
(d)
(e)

able |-
age Size 3

Which menu has Picture option Y\ 3 ka \/ @
Which menu has Text Box option Jm\— o



Q1. ’
¢ Position the mouse pointer over the cell \— @
. Click the comment command on the view menu 3 F l |4

Q2.

Q3.

Namf— - dehkﬂ Ragoad-
LM

(Basic NIIT exam Online) "_'/3’_‘ W
How can you view a cell comment? (33)

@
o legk the edit comment commands on the-insert menu
®  Click the display comment commands on the window menu

Which is a Brand of Computer Below? (25)
e |MB

e Acer ,
e HPp i
e All of the above \e—

Which of the following method can insert a new slide in current presentation? (23)

_e Right click on the Slide panel and choose New Slide

Q4.

Qs.

Q6.

Q7.

e Click on New Slide button on toolbar
e Allof above .~ x

To create a gmail account one should have? (12)
e Aadhar Card
Voter ID \.— ><

L J
e . Contact Number
¢ None of the above

A Excel Sheet is saved as .xIsx in office Excel 20077 (11)
e True\—"
e False : \/ ®

A function inside a function is called (19)

e Embedded

s Sum <

e Text @ ‘*/
e Nested

Merge & Center in excel will delete Data from cell (10)
e Give data of the first cell "

e Give data of the second cell @
e Will delete all date v

e None of the above

controfs all the main slide control tasks for.your presentation. (9)

N .
s TaskPane \_—

e TaskBar

e Control Panel ><

None of above



Qo.p _
age Borders can be edited in the following manner. (8)
¢ Change Width

Change type
Change Color ®
All of the above \__—

_Qio. Wha_t PowerPoint feature will you sue to apply motion effects to different objects of a slide?(6)
Slide Transition

Slide Design
Animation Objects L— CD
Animation Scheme

g; What happens if you select first and second slide and then click on New Slide button on toolbar?
A S A new Slide is inserted as first slide in presentation
¢ Anewslide is inserted as second slide in presentation @
® Anew slide i§ inserted as third slide in presentation y —
* None of above

Q12. Internet can also be used to transfer money from one location to another? (36)

e True . ——
s False

Q13. What is this called? (35)
e Change Font
e Change Size
e Change Case._ —
e None of the above

Q14. What is the use of Bookmarks? (16) ®
e To correct the spellings
e To jump to a specific location in the document \_—

e To ignore spelling mistakes
e Tosave alignments asitis

Q15. A new presentation can be created from (12) S
Blank Presentation ‘
From Existing Presentation @

From Design Template
All of above s~

Q16. “Verdana” is a type of (36)
e Too!
e Girl



Font\_— @

o G

Qi7: What f :
- unction converts a row datainto ¢
ol
*®  Hyperlink umn and column data into row (32)
®  Index Baae-
\../"Tl’a'nsp()Se ®
* Rows
Qis.n Excel Auto sum option is found in group (34)
Editing
®  Celis
.

Number @
Formula Auditing ~

Q19. Sarita has a data of marks obtained by 50 students in her class. She wants td sort the students who
have scored more than 70% and more. Which function among the following will she use. (35)

® Conditional Formatting y_—

®  Filter
* Sort @
*  Symbols

Q20. You want to invite all your classmates addressing their first name in a single mail. Which tool will -
be useful? (35)
*  Mail Merge
Group Mail \_~— X
Print Mail '
Cross Reference

. Q 21. Computérs are used in every field today (38)
e True _—

e False
Q 22. A pivot table is used to

e Makeatable  — \/(
e Summarise a piece of information

& Hyperlink
e} None of the above
Q23. Which among the following is an output device? (34)

Printer \__~
Keyboard @

Q24. What group will | use for double underlining a text? (4)
e Alignment «— K




it L
Fa¥iead >

Styles
Font _
* Page Layout

Q 25. Shortcut to delete the selected column? (3)
Ctrl +-

A
Alt +-
Shift +- ®

Insert +-

Q26. A formula in excel starts with (2)

— O

Q27. What happens in a document when the “Cut” command is used? (9)

® Only half the screen is seen

® The application stops running ®
¢ Selected text or graphics are removed.y—

«¢”" None of the above

Q28. It is possible to add a column to a table that you have already created and entered information

into. (24}
e True __— (’/{\’
e False \.Ls

Q289. In order to connect to internet we need to have (36)

e Modem
e Router \.—
e A&D

¢ None of the above

Q30. The group is used to check spellings. The samurais and research (30!

e Spell and grammar check __—

e Editing 2
e Proofing ®

e Tracking



CCIB Examination Paper
Attempt all the questions.

Waome = NiKhil Raloa |

1. Which software do you use to write

an application?

A) MS Excel
\B}"MS Word
C) MS PowerPoint
D) Paint '
2. Which among the following is the
~ most commonly used Search Engine?

A) _Bing (

\B}/Google
C) Rediff
3. The shortcut key ‘CTRL+C’ is used to?
A) Cut ’
+ 2y Copy
C) Paste
D) Print
4. Which software program heips you to
make pi’esentations?
A) MS Word
B) MS Excel
\9)/MS PowerPoint (
D) Photoshop
5. Which of the following is MOST
essential for a computer to function?
\5)./0perating System
B) Keyboard
C) Mouse

D) MSWord
6. Which is the largest key on the key-
board?
B) Delete (
\Q/bface Bar
D) Enter
way to shut-down a computer?
A) Directly press the power button
on the CPU

A) Backspace
7. Which of the followmg is the right
8) Pull the wire form the plug.

c)/Click shutdown after pressing '
Windows key (

.

8. What is the function of the ‘Shift’ key?
A) /o use the upper symbol printed O")

on some keys.
. .B) To write numbers
C) To shift to another page
9. Which of the following symbol is
necessary to be used in an email id?
A <
B) #
C) S
D) *
10. Animation is used mostly in which of
the following software programs?
A) MS Outlook !
\_B—)/ MS PowerPoint ' (
C) MS Excel
- D) Paint .
11. What is not required for atl?—
Pen-Paper <E"'
B) Internet Connection

&) Kevboard

D) Computer
12. Which of the following is a browser?
A) Adobe
B) Tally '
%ernet Explorer §
D) Google 4
13. Which of the following is a browser?
A) Adobe
B) Tally
Internet Explorer (
D) Google
14. If | say Arial, Calibri, Verdana... What
am | talking about?
A) Software
B) Presentation
') Font |
\Q)/Language
15. Use MS Excel to answer the question
below.
n @arz C 9)

16. | want to create an email-id wnth
username as “class” on rediff.com.

ogllé



. :t':ow below how Il my email id look
ike

B) class"@rediff.com
Q) class@redif.com

17. What does the AutoSum option do in
MS Excel?

A). Adds digits r
\B_)/Dis’pla_y the sum of the selected

" cells directly after the selected
cells
C) Quickly formats a range of cells
D) Arranges the data to make it
" easier to find
18. What are the pages ¢f a PowerPoint
présentation called?
A) Sheets

B) Letter ("
) ASlides -

D) Animation
19. What does the ‘Attach’ button on
your webpage do?

\_I/\)/To/send picture or sound throu%

email

B) To attach document from a folder -

on your computer to your email
C) To save files on your email
account
D) None of the above
20. in MS Word, what do words
underlined in green indicate?
pelling error
B} Grammatical error
C) Full-stop missing
21. Which of the following is an MS Excel
File?
dev.doc
B) management.ppt
C) marks.xls
D) jump.docx
22. if a file ends with .ppt, what kind of a
file is that? .

A) Excel
MowerPoint (

C) Word
D) Photoshop ,

23. When a file is saved for the first
time...... -

A) Double clicking the file
B) Changing the S(_:reensaver _
Giving the file a name 1

D) Opentile in paint
24. Any small group of computers can be
termed Internet? '

A) True : :
_z%l:se i - r
25. What do you do first of all to s’end an

email?

\ AL-Open our email account. /\/

B) “Send”

C) “New Mail” or “Compose”

26. What type of work we can do by using
internet?
A) Documents, send to one place to

another place ;
- CB)<Shake Hands
\g/fend e-mail %
. JWdeo conferencing

7 Software Download
27. If you want to calculate your friends
exam marks in Excel Which formula
will you use?
A) =Averagé() :
B) =Total()
Y =5um() r
D) =Max()
28. If you want to your file in one folder,

what do you do? :
\.A}-Win Zip (—,

B) MS PowerPoint

C) MSWord

D) MSExcel
29. “Hello!l How are you?”

A) BOLD '
\UBY Italics (

C) Bold and Italics

D) BOLD, ltalics and Underline
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CCIB Examination Paper Set-1 Hsh qt’\“‘
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eachcorrect step. L -

4

1. PARTA contains 25questions. Each questions carry2ma
2. PartB contains 5questions.All the questions needtobe Ztempted
Everyquestion carries 10Marks. \
a. Makea folder on thedesktop as "yourname_test'\gxample if
your name is Radha,makea foldernamed Radha_test.
b. Save all the answerfiles(Word,PowerPoint,Excel etc.)in the
foldermade.

Total:Marks 100 MaximumTime:2Hrs Attemptall thequestions.

PartA-Attemptall the questions.Eachquestion carry 2Mark(50Marks)

1. WhatCPUstands for?
a. Central ProductUnit.

b. SystemUnit.
\ ¢~ Central ProcessingUnit. <
d. Noneof theabove.
2. Whichof thefollowingis not a partof acomputer?
a. Monitor
b. Mouse
c—Mother Drive ¢
~ d. CPU
3. Whichof thefollowing canbeagroupof KeyboardKeys?
a. TypingKeys
b. Control keys '
c. Navigationkeys
2 All of theAbove ¢
4., Whichkeycanbe usedin combinationwithaletter to type an upper

case?
a. Shiftkey
- Caps Lock <

¢. Tab



d. 'SpaceBar
5. What does WWWstands for?
3 WorldWideWeb ¢
b. WebWorldWeb
- €. WorldWebWide
d. Noneof theabove
6. Whilebrowsing,you mayhavecomeacrossaWebpageorsectionthat
| 'youfoundinterestingorinformative,thatyouwouldliketo visitagain.
TheWebbrowsergivesyouanoptionto storethese pages sothatyou
canquicklyfindthemwhenyouwantto visitthe pageagain.This methodof

storingURLs of web pages is knownas
¢

a. Browsing
b. WebAddress

Veﬁookmarking 4

d. Noneof theAbove
7. Whichof theseis asearchengine
a. www.bing.com
b. www.search.vahoo.com
S~ Www.google.com {—
d. All of theabove
8. Whichis the correct email address
a. NiitfoundationS@niit.com
b. Niitfoundation@niit.com
c. NiitfoundationSniit.com
g hiitfoundation@niit.com <

9. Picturecan be insertedfromwhichmenuinMS Word?

a. Home
b. Pagelayout
c. Review

s & Noneof theAbove {

10.Whichoneof thefollowingis not analignment?

a. Left

b. Right

c. Justify
\,d./North (

Pase 2 0t 7



/

11: Whatis thefullformof CD-ROM?

a. Circular DiscReadOnIyMemory

b CompactDiscReadOnIyMemory <

& CompaniscReadOnlyMemory

i d. ConceptDiscReadOnlyMemory

L2 Whichoneof thefollowingis not aNavigationKey?

S-CTRL
b. HOME

c. PAGEUP
d. PAGEDOWN
13.Whichof thefollowing containsrows andcolumns?
a. Database
b. Drawing
w—Spreadsheet (
d. WordProcessing
14.Whereis theSTART BUTTON locatedatthe desktop?
a. BOTTOM-LEFTCORNER
.b. CENTER
- ¢c. BOTTOM-RIGHT CORNER
V@\.’Noneof theabove x
15.Whichof thefollowingis not aFUNCTION KEY?

T

a. F1
b. F4
c. F7
o HOME <
}B.Whichkeywill you useto movethecursorto the beginningof the next
line?
wa—ENTER -
b. ESC
c. CAPSLOCK
d. SPACEBAR

17 Whichof thefollowingin not aWeb Browser?
a. MozillaFirefox
b. Google Chrome
c. InternetExplorer

NIIT A5
FOUNDATION
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“eHTML <
18.Anemail isshort formfor whichof thefollowing
3« ElectronicMail
b. ElectricityMail
- €. ExcelMail
d. Noneof theabove

rd

19.Tablecanbeinserted bywhichof the menuinMSWord?

a. HOME
bANSERT ¢
c. PAGELAYOUT
d. VIEW

20.Whichoptionwill youuseto merge two cells?
a. WrapText
b. FormatPainter
c. AlignText
- MergeCell «

21.Whichis the correctformula to addcells fromAlto A10?
’ a. SUM (A1,A10)
b. SUM (A2:A10)
_e SUM (A1:A10)
d. SUM (A:A10)

_22.InPowerPoint thewhiterectangular areaonthescreeniscalled?
a. Outlines
b. Slide
c. Toolbar

" Noneof theabove (

| 23 Fromwhichoptionyou canchangetheslidelayout?
.a. Home=> Layout ¢
b. Design—> Theme

c. Home—=> New Slide
Page 4 of 7
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d. Noneof theabove

24.Whichkeycanbe usedto view thePPTinthefullview mode
a. F4

abr F5
" c. F3
d. F2

2p.Toselectamultiplenumberof nonadjacent cells inworksheetyouwill
clickthem holding

3« CTRLKEY ¢
b. ALT KEY
c. CTRL+SHIFTKEY
d. SHIFTKEY

*
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CCiB Examination Paper Set- 3 i\ \

—

Read theguestions properlvand thenanswer, Marksaregivenfor 0’))&7}14

1. PARTA contains 25questions. Each questions carry2marks.
<. PartB contains 3questions.All the questions needtobe attempted.
Everyquestion carries 10Marks.
a. Makea folder on thedesktop as “yourname_test”.Example if your name
is Radha,makea foldernamed Radha_test.
b. Save all the answerfiles(Word,PowerPoint,Excel etc.)in the
foldermade. 4 ;

Total:Marks 100 MaximumTime:2Hrs
Attemptall thequestions,

1. Which option is used to save a document.

A) Save

B) Save As (
¢Sy Both of above '

D) None of above

2. Background color or effects applied on a document is not visible in

(AYWeb layout view )ﬂ

) B) Print Layout view
7 C) Reading View
D) Print Preview

3.l'ortrait and Landscape are
_A)Page Orientation (
B) Paper Size

C) Page Layout
D) All of above

4. Formulas in Excel start with



a

(

Bes%_

5. The cell reference for cell G2 to M12 is
LA}G2:M12
B) G2;M12
C) G2.M12
‘D) G2>M12

6.The advantage of using a spreadsheet is:
A) Calculations can be done automatically.

(-BJ changing data automatically updates calculatlons r—
C) more flexibility
D) all of the above

~ 7.The intersection of a row and column is called:

A) Data

B) Field.

LC}Cell <//
D) Equation. :

8. Which of the following-refers to memory in your computer
CcAYRAM

B) LAN

C) ROM

D) NONE

9.Which device resembles likea TV. |
A) System unit
_B}Monitor '

C) Printer
D) CPU

10.Which key is used to move to beginning of a line:
nter.

¢ByHOME
C) Page Up



11.When sending an emall, the

ubject

C)CcC
D) None

line describes the content of message

12. The brain of the-computer which executes the instruction is
WCPU | -

B)RAM

C) MONITOR

D) HARD DISK

13) Data going into computer is called
nput

B) Output {

C) Algorithm

D) Calculations

14) How are data organized in a spreadsheet?
A)Lines and spaces
B) Layers and planes

C) Height and width / -

JByRows and column 1

15) 'www' stands for ____

A)World Word Web ~_—
\ByWorld Wide Web  \

C) World White Web

D) World Work Web

16) The move to the bottom of a document, press ........
A) Auto summarize
B) Home key \/

¢ Ly Ctrl + End key

D) page down key

17) Which path will you follow to start Microsoft word
LA} Start > Programs -> Microsoft->Microsoft Word
B) Start =2 Programs-> Microsoft Word
C) Start = Microsoft Office> Microsoft Word
D) Start -> Programs > Microsoft Office-> Microsoft Word



18) To save a document in different location use ;

A) Save :
\B)8dve as (
- C) Save as web page

D) All of above

19) For creating a document, you use......... command at File Menu.
A) Open '

B) Close
(C) New (

D) Save

20) The primary device that a computer uses to store information......
A) Monitor
B) Memory -

C) Disk
wD)Afard Drive (

21) What is the extension of the PowerPoint file?
A) .doc

B} xls
D) .txt

22) Which one of these is an-output device?
A) Monitor - ‘
B) Keyboard
C) Joy Stick x
b

23) To view the PowerPoint slide in full mode, which option can be used ?
yAﬁnimation x ’

B) Slideshow

C) Transition

D) Home

77N
(4

24) To give more than one space which key can be used

(A)Space bar K
B) Tab

C) Caps Lock
D) None of the above



25) First screen that comes when we log on to th

A) My Document € Computer {s ?
B) My Computer

C) Recycle Bin

(PIDesktop r/ : .

Part B:Practical Exam:

Q1)Makeapresentationon not morethanSslidesonthe following

topic.
“ India: My Country” .You can use pictures, animation effects

(15Marks)

2] As a family, you can plan an expenditure budget for a holiday trip. In a business, you
can make a budget for a businesstrip. Create a travel budget using the Help Guide.

(15Marks)

PR S A sl B | C ! D { E
Lf Thiee Day Budget for Bolpur Trip
2 .
3 |[Costs . |Day1 Day 2 Day 3 Subtotal
- 4 [Hotel INR 500.00 |INR 500.00 INR 1,000.00
5 [Food INR 250.00 |INR 250.00 INR 500.00
6 [Transportation INR75.00 | INR50.00 | INR75.00 | INR 200.00
7 |Gifts INR 200.00 INR 200.00
8 | '
9| _ Grand Total |INR 1,900.00

Q3) Imagine you run a shop and want to promote it. You make a flyer to inform people
about the special offers. Look atthe following sample:(20Marks)



WRAP UP GIFT SHOP

*Great Gﬂ:ts_. Creat Senvicel=

Visit our (zift Shop to check
wide variety of gifts for all ages.

Don’t miss out on your chance to save -
Avail special offers on all our products!

1.Wall Clock 20% Off
2.50oft Toys 25% Off
3. Paintings 30% Off

Offer Valid till zoth July 2009

VISIT US TODAY!

13 Nehvyu Magar hNew Ceini -6 -




Surprise Test for Batch A — Rural students of Jaitpur 8

Theory paper Total Time: 30 Mins Total Marks: 30

k}./The brain of any computer system is

A) Control Unit
B) Arithmetic Logic Unit
C) Central Processing Unit

- D) Storage Unit

2.  The two kinds of main memory are:
AYPrimary and secondary
B) Random and sequential

C) ROM and RAM

--D)All-of-above -~ —

3.  Which of the following storage devices can store maximum
amount of data?

A) Floppy Disk
B) Hard Disk

.gjCompact Disk -~
| 'D) Magnefo Optiﬂc»D'iskw ”



Surprise Test for Batch A — Rural students of Jaitpur

\4/ WWW stands for ?
A) World Whole Web
B) Wide World Web

_ C)WebWorldWide .~ ———

Y World Wide Web

.~ In which of the foliowing form, data is stored in computer ?

A) Decimal

_ ®YBinary

C) HexaDecimal

D) Octal

6~ What-isfull-form-of GUl-in-terms-of-computers-?
-A) Graphical user Instrument
B) Graphical unified Interface
C) Graphical unified Instrument

\/B)’Graphical user Interface



Surprise Test for Batch A — Rural students of Jaitpur

(%Nho is also known as Father of Computer?

A) Vint Cerf
B) Tim Berner Lee

: \,(Z)/Charles Babbage

D) Steve Jobs

zg 8.  Which among following is odd?
AJCD/DVD
B) Floopy Disks
+-~C) SD Disk
D) BIOS

9. 1 Mega Byte is equal to
A) 1024 Bytes

B) 1024 Kilo Bytes

C) 1024 Giga Bits

~pf1024Bits



Surprise Test for Batch A — Rural students of Jaitpur

‘/16./ Microsoft office is type of ?

A) System software

\@prplication software

Q) Utility Software . o,

D) Firmware

11. Intersection of columns and rows is called a ?

7< A) Data
\_BYTable

~__occett ... L

D) Schema

12. A wireless technology built in electronic gadgets used for
74__ _ exchanging data over short distances is ?

A) Bluetooth

\ﬁTWifi :
C) Modem
D) USB




Surprise Test for Batch A — Rural students of Jaitpur

13. A keyboard is this kind of device:

A) Black

B) Input

LY Output

D) Word Processing

14. Which of the following groups consist of only output devices? ¢

% A) Scanner, Printer, Monitor
BYKeyboard, Printer, Monitor
~ C) Mouse, Printer, Monitor

D) Plotter, Printer, Monitor

15. Landscapeis?
=i A) A font style

B) Paper Size

" C) Page Layout

‘\Q’FPdge Orientation



Surprise Test for Batch A — Rural students of Jaitpur

?( 16. What is the Short cut key for line break?
A) CTRL + Enter

B) Alt + Enter
,,,,,,,,,,, “Whhift+Enter.

&J}‘)’Space + Enter

\/T. By pressing F12, which of following will happen ?
_}(TSave As dialog box will open
: .B) Save dia]og box will open
C) Open dialog box will open PR LR

D) Close dialog box will open

/IS. What is the use of "All Caps" feature in MS-Word ?
s -Mchangesall selected text into Capital Letter

___ B)lt-adds-captions-forselected-image -
~ C) It shows all the image captions

D) None of above



Surprise Test for Batch A — Rural students of Jaitpur

__—T9. What will be the use of Ctrl +J?
A) Ins’ert Image
B) Insert Hyperlink
JCY Align Justify
D) Search file

(/ZO. Which shortcut will we use to make text Italic ?
A) Ctrl + U |
B) Ctrl+T
LYCtrl +1.
D) Ctrl + P

l/21. What is the use of bookmarks ?

A) To correct the spellings.

Va’ﬁojumptoaSpeCIfchocatuonmthedocument A

C) To |gnore spellmg mistakes

D) To save alignments as it is.



Surprise Test for Batch A - Rural students of Jaitpur

Vez.’ Ctrl + G is shortcut for ?

A) Open Find and Replace Dialog box with activating Goto Tab
B) Open Find and Replace Dialog box with activating Find Tab
S ﬂ-w.C).O,penJ:J'nd-and_RepIace_Dialog box with activating.Replace Tab
\,D')/Open Goto Dialog box

\—23. Which among following is correct extension of word files ?
A) Xls
~B) doc

- . Cppt
D) dew

L/Z4' What we call to a combination of row and column

- ~A)ting

———~B)£49l1:;mn
~ C)Row

_DYCell



Surprise Test for Batch A — Rural students of Jaitpur

Ve( Spreadsheets are created in ?

A) MS Word
B) MS Powern Point

L MS Excel

D) MS Access

“Ctrl + Backspace” is used to
A) Delete the single letter just before the cursor
B) Delete the single letter just after the cursor
S Delete the word just before the cursor
D) Delete the word just after the cursor-

D(27 ~“Ctrl + End” is used to

Movesthe cursor to the end of Line
B) Moves the cursor to the end of Document
* C) Moves the cursor to the end of Paragraph

D) None of the Above




Surprise Test for Batch A - Rural students of Jaitpur

7L 28. Which among following is correct extension of Power Point files?
A) Xls
AYdoc
. f_-__\,@)’bpt ER——
D) dew

29. - Which among following is correct extension of Excel files ?

: BYdoc
C) ppt
D) dew

30. “Ctrl + Home” is used to :
7( ~ A) Moves the cursor to the beginning of Document:
B) Moves the cursor to the beginning of Line

| ———&C/)fl\/leves{hefurﬁoﬁeiheﬁegmnmg of?aragraph
— D)-All-of the-above - e e
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The Academlc Councﬂ of NIIT Foundatlon

havmg duIy examlned

‘pleasure:in reg:gﬂgnlzmg_ thls attalnment w1th the award

. -,_Outstandmg 91-106%:-', 5
" Excellent .. '81-90% -
.. VeryGood  71-80%
. Good . . 61-70%
 Satisfactory .. 51-60%
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