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Annexure - 01

Syllabus

1%t Efficiency Bar Examination (Grade I11)

1. Office Systems Sub No (01) Time — 01 Hour 100 Marks
2. Accounting Systems Sub No (02) Time — 01 Hour; 100 Marks
3. Computer Test Sub No (03) Time — 02 Hour 100 Marks

1. Office Systems

This paper shall be designed to test the candidate’s basic knowledge on office systems adopted in government
offices and practical use of that knowledge, proper understanding of official documents and the ability of
presenting the ideas / observations in clear and brief minutes and the ability of drafting a letter according to an
order given to the officer.

2. Accounting Systems

it is expected to test candidate’s knowledge in basic accounts adopted in government office, functions of cash
control books.

3. Computer Test
0] Basic Concepts of Information Technology.
(ii) Windows Operating System
(iii) File Management

(ivy  Word Processing

Basic skills, screen familiarization, editing texts, aligning text, fonts and attributes, indenting paragraphs,
paragraphs, change of line spacing, tab setting, finding and replacing text, spelling and grammar, thesaurus,
working with columns, page setup, printing documents, creating tables, sorting texts, file management, mail
merging, working with macros.

(V) Spread Sheets

Basic skills

Formatting

Editing

Columns and ranges, insertion, and deletion
Sorting data

Creating charts

Printing

Function

Working with macros

File management

(vi) Database

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

(vii)  Presentation / lllustration

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.

(viii)  Internet
Introduction to internet, World Wide Web, How to navigate, Internet Practical

(ix) E-Mail
Introduction, basic skills, receiving e-mails, sending e-mails, replying, using attachments, creating, and using nick
names, composing messages.
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