
Preface to Latest (NSQF Level-5) compliant Edition 

Directorate General of Training (DGT) under the Ministry of Skill Development & Entrepreneurship, being 
the apex organization for development and coordination of vocational training at the national level, 
undertakes steps from time to time to improve its various aspects in line with changing market and 
industry requirements.  In 2015, DGT initiated the process of incorporating the concept of competency 
based curricula.  In order to do so, the curriculum of each CTS trade is being reoriented with appropriate 
National Skill Qualification Framework (NSQF) level.  The curricula of quite a few CTS trades have 
already been made NSQF compliant and for the remaining it is learnt to be in process.  

As per DGT’s letter No. MSDE / 19 / 01 / 2017 – CD dated 14th August 2017, the curriculum of seven 
trades was revised and re-aligned to appropriate NSQF levels and brought into force with effect from 
August 2017 session in ITI’s.  Subsequently, DGT issued order No MSDE(DGT) – 19/02(7)/2018 – CD 
dated 9th April 2018, revising / updating curricula of 51 more trades under Craftsmen Training Scheme. 
Information and Communication Technology System Maintenance trade has been made NSQF Level-5 
compliant and kept under I.T. & I.T.E.S. sector. 

It is hoped that the book will be able to provide an easy and complete solution to the theory examinations. 

We regret for any possible mistake in editing, printing or presentation of the book and suggestions for 

their removal will be gladly accepted. 

- Authors 

This book has been prepared as per the new syllabus for Semester-1 and 2 to be implemented from 
training session starting 2018-20. Each chapter contains syllabus wise text, illustrations and Solved 
Assignment / Test including large number of multiple choice questions precisely according to NIMI-DGT 
pattern of trade testing. As per DGT’s order No. MSDE – 18011/DGT/2017 – TTC dated 19th April 2018, 
the trainees admitted in August 2018 session and thereafter will have to appear for annual trade test 
(unlike semester system).   
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Semester–2

1. Word Processing (MS Word) .................................................................................................................................................. 1–30
Introduction to word processing, Using MS  Word, Formatting, Setting margins,
Column and paragraph, Using fonts, Rulers, Tab and indents, Printing, Mail merge,
Using graphics in MS Word, Saving document in other formats,  Merge to e-mail.

2. Electronic Spreadsheet (MS Excel) ..................................................................................................................................... 31–50
Introduction to spreadsheet, Creating worksheets, Using worksheet software, Formatting cells,
Entering data in cells, Using formulas in cells, Creating simple worksheet for an applications,
Graphs and tables, Advanced features, Printing spreadsheets.

3. Desktop Computer: Basics of PC Repair and Safety Precautions .................................................................................. 51–59
Introduction to Computers, Classifications, Generations, Applications, Basic blocks of a digital computer,
Hand tools basics and specifications, Type of cabinets, Motherboard form factor, Opening and closing cabinet,
Main devices, Components, Cards, Inside a PC, Cable and connectors, Precautions.

4. Hardware Identification ......................................................................................................................................................... 60–66
Type of I/O devices and ports, Connecting I/O devices, Keyboards, Mouse, Monitors, Connector cables,
Speakers and Mikes, Interfaces, Serial ports, Parallel ports, Communication through ports, Precautions.

5. Processors, RAM / ROM, and Disk Drives .......................................................................................................................... 67–75
Type of processor and their specification, Intel (P4, Celeron, i3, i5, i7), AMD, Memory devices, Principle
of data organization in memory (4 bit, 8 bit), Semiconductor memory, RAM, ROM, PROM, EEPROM,
Static and dynamic memory chips, Memory pin functions, FDD (track, sector and cylinder,
Read-write head, actuator, spindle, Drive bay, Hard disk drive and his components, HDD interfaces, IDE,
SATA, PATA, CMOS setting, Scandisk and defrag, Basic block of SMPS (switch mode power supply).

6. Computer Software: Operating Systems (MS Windows) .................................................................................................. 76–88
Type of  software, System software, Operating system, Complier, Application software, Functions of operating
system, Concept of GUI, MS Windows, Desktop, Icons, Drag and drop, Windows explorer, Taskbar, Tool bars,
Recycle bin, Windows applications, Executing applications, Control panel, Device installations.

7. Data Backup and Data Storage Technology ....................................................................................................................... 89–94
Utilities of recovering data, Storage devices, Magnetic and Optical drives, WORM, CD-ROM, DVD, DAT drive,
Backup procedure, DVD/CD RW, DVD/CD writer, DVD/CD writing procedure.

8. Hard Drive Technology and System Utilities .................................................................................................................... 95–106
Inside Hard disk drive, Working of Hard disk drive, HDD buyer’s guide, RAID, Hard disk partitioning (primary
and extended), Malware, Virus, Antivirus, Spyware and anti spyware software.

9. Installation of OS and Device Drivers .............................................................................................................................. 107–115
Bad sector in Hard disk, Master boot record, In place installation, Registry, performance level, Fixing and start-up
process, Use and user account, Concept of virtual machines, Version of a software, Service packs,
Operating system updating, Configurations of computer system, Peripherals, Hardware computability, Software
installation, Rollback, Un-installation, Post installation test, Restore procedure, Legal aspects of using computers
such as copyright and patent etc., Device drives, Device manager, Maintenance tips, POST, Boot process.

10. Junk files, Linux / Unix, and Outlook .............................................................................................................................. 116–129
Junk files, Deleted files, Internet browser, Unix / Linux, Files and Processes in Linux, Directory structure of OS,
Outlook, Using e-mail in outlook, Contacts, Calendar, Rules to manage e-mails.

11. Laptop: An Introduction .................................................................................................................................................... 130–137
Introduction of laptop, Block diagram of a laptop, Input system of a laptop, Upgrade memory, Replacing battery,
Hard disk replacement, Wireless configuration, Using internet in laptop, Latest tools for laptop repair.



12. SMPS: Switch Mode Power Supply ................................................................................................................................. 138–142
DC power source to PC, SMPS, Specification and rating of SMPS, Types of connectors, Output voltage levels,
Measuring technique, Precautions to taken while using SMPS.

13. Motherboard / System Board............................................................................................................................................ 143–153
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