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3. Computer Test

Office System & Procedure

Computef Test

Accounting System Related to Local Authority Sub No (01) Time — 01 Hour 100 Marks
2. Office System & Procedures Sub No (02) Time — 01 Hour 100 Marks

Sub No (03) Time - 02 Hour 100 Marks

Importance of office system
Principles of office system
Essential factors of filing
Preparation of index
System of storing and protection of documents

Equipment required for filling

System related to protection of documents

Action on incoming and outgoing letters

Management of registration of correspondence and follow up action
Programme of Work

Writing of minutes

writing of reports

Lists of reports

Steps regarding writing of reports
Revision of forms

Simlification of office procedure
Writing of letters

Maintaining good public relations

Basic concepts of Information Technology

Windows Operating System

File Management

Word Processing

Basic skills, screen familiarization, editing texts, aligning text, Fonts & attributes, indenting paragraphs, change
of line spacing, Tab setting, finding and replacing text, spelling & Grammar, Thesaurus, Working with columns,
page setup, Printing documents, Creating tables, Sorting texts, File management, Mail merging, working with
macros ‘

Spread Sheets

Basic skills, Formatting, Editing, Columns and Ranges, Insertion and deletion, Sorting data, Creating charts,
Printing, Function, Working with Macros, File Management

Data Base

Basic skills of introduction, Creating and using a database, Forms, Linked forms, Popup forms, Dialog and
message boxes, Queries, Sorting, Obtaining reports, working with macros

Presentation / Illustration

Basic skills, Editing, Formatting, Applying designs, Inserting images, Clip art and graphs, Slide transition and
effects, Animations, Using presentation tools, Preparing masters, Printing slides and notes.

Internet

Introduction to internet, World Wide Web, How to Navigate, Internet Pratical

E- Mail

Introduction, Basic skills, Receiving e-mails, sending e-mails, Replying, Using attachments, Creating and using
nick names, Composing Message
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(iii) Carmise sans@Gasment Cuansed, Udlysmens Frlleuwised
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(ix) cuemllspd Femdbdpid Gamjurer Guraiomley

1. Establishment Code & Amendments Sub No (04) Time — 01 Hour 100 Marks
2. Financial Regulations and Amendments Sub No (05) Time — 01 Hour 100 Marks
3. Accounts Sub No (06) Time — 02 Hour 100 Marks

Establishment Code & Amendments
E —Code Part1—

IL 11, V, VI, VII, IX, XXII, XXV, XXVII, XXIX, XXX, XXXI, XXII, XXXII1
E —Code Part I1 —

XLVIL

Financial Regulations and Amendments
Financial rules & Regulations, accounting procedure, knowledge relating to accounts, Procedures of procurement.

Accounts
0] Double entry book keeping, primary entries in ledgers.
(if) Bank accounts, bank reconciliations, bank statements.
(i) Preparations of suspense accounts, adjustment entries.
(iv) Discounts, interests, Bad debts reserves, finance reserves.
) Single entry

(vi) Receivable, payable of bills, consignment accounts

(vii) Control account

(viii)  Preparation of trial balance, product accounts, Trading accounts, Profit and loss accounts, Balance sheet & its
definitions
(ix) General knowledge of commerce & accounts




