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1- Basic knowledge of working on windows on desktops and laptops with peripherals like
printer, scanner microphone, speaker and working knowledge of Software
installation/uninstallation, operating systems update. -20 marks

2- Working knowledge of Word processing packages and Unicode language basic knowledge
(Microsoft word, Open office etc.) -25 marks

3- Working knowledge of Spread Sheets in Microsoft office excel & libra. Working knowledge
of Hyperlink, attachment, upload/download. -20 marks

4- Conversant in the use of world wide web and popular websites (for Railway/Air
Reservation, search engines like google, information web site like Wikipedia, including
government websites and 1905 CM helpline portal etc.) -10 marks

5- Working knowledge of E-mailing (sending, sending with attachment, reading, saving,
printing, maintaining address etc.) -15 marks

6- Working knowledge of preparation of presentations (power point, PDF etc.) with different
styles and animations) -10 marks

Note — Each procesure take screen shot and then Printout of the output shall be taken and
given for evaluation.
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