
Sl. No. List Of Units List of Practicals Aligned With Each Unit
Unit/Session to be reduced(Theory and 

Practical)

Remark(Reason for dropping or 

reduce)

UNIT 1: Word Processing (Elementary)

SESSION 1

Start the word processing application:

with the parts of the main window. 

No need to deduct because it's the 

fundamental topic.

SESSION 2

Set up options in Writer:

Theory:

options etc.

Practical:

requirement.

This topic can be deducted for this 

pandemic situation.

SESSION 3

Enter and edit the text:
paste, and move text. 

another word. 

appropriate option.

This topic can be managed to 

complete within 4hours.

SESSION 4

Format the paragraph and text

options. 

bullets to the lists items. 

the document. 

to the document for text automation.

No reduction

Total No of Topics - 123

Total No of Topics Deducted from four section - 11

% of (Total no of topics) = 9 % (Time period deducted from 90hours to 64hours )

 9 % Reduction Of Sector as Follows - (Theory and  Practicals need to drop out are highlighted in red color) 

SECTOR - IT/ITeS

JOB ROLE: Domestic Data Entry Operator

QP CODE: SSC/Q2212

CLASS - IX



SESSION 5

Format pages

requirement.

No reduction

SESSION 6

Create and use table

styles. 

Theory:

AutoFormat styles. 

Practical:

AutoFormat styles. 

All the deducted topics can be covered 

in Class - X and all retained topics can 

be covered in 2 hours.

SESSION 7

Print the document

No reduction

UNIT 2: Spreadsheet Applications (Elementary)

SESSION 1

Create a Spreadsheet

spreadsheets. 

sheet. 

All these fundamental topics can be 

managed to complete within 5 hours.

SESSION 2

Enter and edit the text in spreadsheet

data entry. 

the efficient way. 

up data entry

All these topics can be managed to 

complete within 3 hours.

SESSION 3 

Format data in the spreadsheet

No reduction



SESSION 4

Create charts and graphs

All these topics can be managed to 

complete within 3 hours.

SESSION 5

Add graphs

images
the spreadsheet.

All these topics can be managed to 

complete within 2 hours.

SESSION 6 

Use formulas and functions

column. 

Theory:

Practical:

reference. 

Deductade topics are time consuming 

so can be deducted in this pandemic 

situation.

All the retained topics can be covered 

in 4 hours.

SESSION 7

Print the spreadsheet

spreadsheet.
spreadsheet.

All these topics can be managed to 

complete within 1 hours.

UNIT 3 Presentation

SESSION 1

Create a presentation

Impress window 

No deduction

SESSION 2

Slide Master

slide masters. 

These topics can be managed to 

complete within 3 hours.



SESSION 3

Add and Format Text

presentation. 

These topics covered in Word 

Processing, so can be managed to 

complete in 2 hours.

SESSION 4

Add and Format Images

sources These topics covered in Word 

Processing, so can be managed to 

complete in 2 hours.

SESSION 5

Manage Graphics Objects
bar 

tool on the Drawing tool bar 

Theory:

Practical:

The deducted topic is ot so much 

necessary.

All the retained topics can be covered 

in 3 hours.

SESSION 6

Format Graphics Object

These topics can be managed to 

complete within 3 hours.

SESSION 7

Create Slide Shows Transitions, and animations

These topics can be managed to 

complete within 3 hours.



SESSION 8

Print, Export and Save the presentation

Theory:

presentation. 

Power Point.

Practical:

flash file. 

Point.

The deducted topic is ot so much 

necessary.

All the retained topics can be covered 

in 1 hours.


