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1 

1.0

1.1

1.2

1.3

1.4

1.5

1.6

1.7

1.8

1.9

1.10

1.0

1.1
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1.2







1.3
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1.4

(i)

(ii) full time

(iii)

(iv)

(v)

(vi)

(vii)

(viii)
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1.5

(i)

(overhead)

(ii)

(iii)

(iv) 24 × 7

(v)

1.6

(i)

24×7 
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(ii)

(iii)

(iv)

(v) 24×7 24×7

(vi)

(vii)

(viii)

24 × 7 

1.7

(i)
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(ii)

(iii)

(iv)

1.8

(B+OC) (B2C)]
(B 2 B)
(C 2 B)
(B 2 G)
(G 2 C)

(C 2 B)

(i) Brokerage Model
(ii) Aggregator Model
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(i) (B2C)

Amazon, Flipcart, Alibaba etc.
(ii) (B2B)

(iii) (C2C)

OLX, e-buy
(iv) (B2G)

(v) (G2C)

(vi) (C2B)

(vii)

(viii)

(i) Brokerage Mail :

Auction, Reverse-Auction, Exchange
(ii) Aggregates Model

Aggregator 

Virtual Community Model

1.9
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1.10

(MCQ)

[1]
(a) (b)
(c) (d) (a)

[2] www
(a) World Wide Ward (b) World Wide Wisdom
(c) World Wide Web (d) World Wide Worth (c)

[3]
(a) B2C (b) C2B
(c) B2B (d) C2C (b)

[4] Amazon Model
(a) B2C (b) C2B
(c) B2G (d) C2C (a)

[5]

(a) B2C (b) B2G
(c) B2B (d) C2B (a)

[6] OLX, e-buy
(a) C2B (b) C2G
(c) C2C (d) B2C (c)

[7] Virtual Community Model 
(a) Brokerage Model (b) Aggregator Model
(c) Subscription Model (d) Affiliate Model (a)

[8]
(a) Amazon (b) Facebook
(c) E-buy (d) Yahoo (d)

[9]
(a) (b) 
(c) a b (d) (a)

[10]
(a) CRM (b) ERP
(c) CCM (d) (d)



15

NSOU  NEC-CO-02 15

[1]
[2]
[3] C2C
[4] G2B
[5]

[1]
[2]
[3]
[4]
[5]
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2 

2.0

2.1

2.2

2.3 (URL)

2.4 (TCP)

2.4.1

2.5

2.6 (WWW)

2.7 (HTTP)

2.8 (HTML)

2.9 (Web Browser)

2.9.1

2.9.2

2.10

1.11

2.0

2.1

(URL)
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(TCP)

(www)
(HTTP)
(HTML)

2.1

Amazon, Shopify

2.2



LAN (Local Area Network), MAN (Metropolitan
Area Network), WAN (Wide Area Network), PAN (Personal Area Network)

(i) LAN (Local Area Network)
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(ii) MAN (Metropolitan Area Network)

LAN WAN 
MAN

(iii) WAN (Wide Area Network)

WAN

(iv) PAN (Personal Are Network)

PAN



LAN, MAN, WAN

Area Network 

ICANN

2.3 (URL)

1994 

(URL)
URL

(a) (http)

(b) (Domain name) IP Address

(c) (File name)
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Web Resourse (Web Webpage)
 URL

Protocol Host Resource or File Name
Name Name
https : // www.gmail.com/login

URL website/webpage

URL Host (.) (separator)
Host Top

Level Domain
Com — (Commercial Sites)
edu — (Education Sites)
gov — (Government sites - Non military)
mil — (Military Sites)
in — sites for India
org — (Organizational Sites)

website Top Level Domain web resource
.com 

2.4

(TCP)/(IP) TCP

Application programme
TCP Internet Protocol TCP

(i) Application Data
(Segment)

(ii) TCP message
(iii) TCP

TCP
(iv) TCP
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(v)

TCP
TCP OSL Lays Transparent Layer Inter Protocol-

2.4.1

TCP
(i) Transport Layer Protocol : TCP

(ii) TCP
Segment

TCP-
(iii) (Full Duplex) : TCP

(iv) TCP

(v)

(vi) TCP

Tromport Layer Protcol
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2.5 (Search Engine) :

quary
‘Websites’
‘Search Engine’ (Google), (Yahoo)

Crawling, Indealing, Ranking
(i) Crawling :

‘Algorithm’
(ii) Indexing : Indea-

(Algorithm)

(iii) Ranking :

Rank
Crawling Indexing Ranking

(i) (ii) (iii)

2.6

HTML

HTTP (Hyper Text Transfer Protocol)
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2.7

HTTP Hyper Text Transfer Protocol, HTTP
(TCP)

HTTP HTTP
HTT

2.8

HTML Hyper Text Markup Language

HTML
(Tag) HTML 

(Heading) (Link) (Image)

2.9 (Web Browser)

HTML
 Web Page

HTTP

2.9.1

(i)

(ii) CSS
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(iii)

Pop Up

(iv)

URL

(v)

(vi)

(vii) Login

2.9.2

(i)

Default Settings
(ii) URL :

(iii)

(iv)

(v)
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(vi) History : 

2.10

(URL), TCP, Search Engine,
(HTTP), (HTML),

2.11

(MCQ)

[1] WWW 
(a) World Wide Web (b) World Wide Wisdom
(c) World Wide Word (d) World Wide Wide (a)

URL

History
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[2] HTTP
(a) Hyper Text Transfer Protocol
(b) Hyper Text Transfer Protocol
(c) Hyper Text Transmitted Protocol
(d) Hyper Text Transmitted Protocol (b)

[3] URL
(a) Uniform Resource Locator
(b) Uniform Restore Location
(c) Uniform Reserve Locator
(d) Uniform Resend Locator (a)

[4]
(a) Firefox (b) Opera
(c) Word Processor (d) (c)

[5]
(a) (b)
(c) (d) (a)

[6] HTTP HTTP

(a) Cache (b) Web Page
(c) Web Browser (d) (d)

[7] Omaibaa
(a) Lynx (b) Geogiechrome
(c) Safari (d) (b)

[8] ________
(a) Chrome (b)
(c) (d) (d)

[9] TCP
(a) Transition Control Protocol
(b) Transaction Control Protocol
(c) Transfer Control Protocol
(d) Transmission Contro Protocol (d)

[10] _________
(a) LAN (b) MAN
(c) WAN (d) PAN (a)
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[1]
[2]
[3]
[4] Web Browser
[5] HTML 

[1]
[2]
[3]
[4] HTTP HTML
[5] Search Engine
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3 

3.0

3.1

3.2

3.3

3.4

3.5

3.6

3.7

3.8

3.9

3.10

3.0

3.1
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3.2

(i)

(a)
(b)

(ii)

(a)
(b)

(iii)

(a)
(b)

(iv)

(a)

ACH
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(b)
(v) ACH

(a)
(b)

(vi)

(a)
(b)

(vii)

(a)
(b)

(viii)

(a)
(b)

(ix)

(a)
(b)

(x) (EFT)

(a)
(b)

3.3

(i)

(ii)

(iii)
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(iv)

(v)

(vi)

(vii)

(viii)

3.3

(i)

(ii) NEFT (National Electronic Fund Transfer) RTGS
(Real Time Gross Settlement)

NEFT

(iii)
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(iv)

(v) RFIA (Radio
Frequency Identification) NFO (Neat Field Communication Technology)

(vi)

Strong

3.4

(i)

(ii)

(iii)

(iv)

(v)

(vi)
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3.5

(i)

(ii)

(iii)

(iv)

(v)
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3.6

(i)

(ii)

(iii)

(iv)

(v)

(Scalability)

3.7

(i)
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(ii)

(iii)

(iv)

3.8

3.9

(MCQ)

[1] NEFT 
(a) Nationl Electronic Funds Transfer
(b) Net Electronic Funds Transfer
(c) National Electric Funds Transfer
(d) Net Electrical Funds Transfer

(a)
[2] RTGS

(a) Read Time Gross Settlement
(b) Real Time Gross Settlement
(c) Right Time Gross Settement
(d) Right Time Gross Settlement (b)

[3]
(a) (b)
(c) (d) (a)

[4] URL
(a) Paypal (b) Google
(c) Apple pay (d) (d)
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[5] RFI 
(a) Radio Frequency Identified
(b) Radio Frequency Identification
(c) Rational Frequency Identification
(d) Radio Frequency Identity (b)

[6]
(a) Card Payment (b) Digital walet
(c) Online Banking (d) (d)

[7] URL
(a) Uniform Resource Location
(b) Uniform Resource Locator
(c) Unit Resourse Locator
(d) Unified Resource Location (b)

[8]
(a) Online Transaction
(b) Off line Tranction
(c)
(d) (a)

[9] TCP
(a) Transmission Control Protocal
(b) Transition Control Protocal
(c) Transaction Control Protocal
(d) Transaction Control Protocal (a)

[10] omnibox 
(a) Lynx (b) Google chrome
(c) Safari (d) (b)

[1]
[2]
[3]
[4]
[5]

[1]
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[2]
[3]
[4]
[5]
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4 

4.0

4.1

4.2

4.3

4.4

4.5

4.6

4.7

4.0

4.1
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4.2

(i)

(ii)

(iii)

CCTV 

(iv)

(v)

CCTV 

(vi)

(vii)
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4.3

(i)

(ii)

reCAPTCHA 

(iii) SQL

SQL 
QVCSY 

(iv) DOS 

DOS
DOS 

(v)

(vi)
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(vii)

DOS

SQL

4.4

(i)

SQL XSS 

(ii)

(iii) HTTPS SSL

HTTPS 

(iv)

Astra 
OWASPZAP 
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(v)

(vi)

4.5

(i)

(ii)
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(iii)

(iv)

4.6

4.7

(MCQ)

[1] DOS 
(a) Deffration of Server (c) Denial of Service
(b) Denial of Server (d) (b)

[2] SSL
(a) Seceme Service Layer
(b) Secure Socket Layer
(c) Socket Service Layer
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(d) Socket Server Layer (b)
[3]

(a) (c) Das attack
(b) Soliciting (d) Backup (c)

[4]
(a) (c)
(b) (d) (a)

[5] __________ Background 

(a) (c)
(c) (d) (a)

[6]

(a) (c) 
(b) (d) (b)

[7] ___________
(a) (c) Quick Heal
(b) MCAPCE (d) (d)

[8]
(a) Playiarism (b) IPR
(c) Piracy (d) (d)

[9]
(a) Acccn Control (b) Availibility
(c) Confidentiality (d) Accessability (c)

[10] VPN 
(a) Virtual Private Network (b) Virus Protection Network
(c) Varrious Protocal Network (d) Very Petential Network (a)

[1]
[2]
[3] Non-Repediation 
[4]
[5] E-Sceurity 
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[1] E-Security 
[2] E-commerce Security Threat
[3]
[4] Level 
[5]
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5 

5.0

5.1

5.2 E-SCM 

5.3 E-SCM 

5.4 E-SCM 

5.5 E-SCM 

5.6 E-SCM 

5.7

5.8

5.9

5.10

5.11

5.12

5.13

5.14

5.15

5.0

E-SCM 

E-SCM 
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E-SCM 

E-SCM 

5.1

SCM

SCM
SCM 

5.1

E-SCM
(i)

E-SCM 

(ii)

E-SCM 

(iii)

E-SCM SCM 



47

NSOU  NEC-CO-02 47

(iv)

(v)

5.3 E-SCM 

E-SCM 
(i)

(ii)

SCM 
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(iii)

SCM 

(iv)

(v)

SCM 

5.4 E-SCM 

SCM 

(i)

SCM

(ii)

SCM 
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(iii)

(iv)

(v)

(vi)

E-
SC

M
 

5.5 E-SCM 

(i) 

(ii) 
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(iii) 

SCM 
(iv) 

E-SCM 

(v) 

(vi) 

SCM 

5.6 E-SCM 

(i)

E-SCM 
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(ii)

SCM 
(iii)

(iv)

(v)

E-SCM 

(vi)

(vii)
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5.7

(i)

(ii)

(iii)

(iv)

E-SCM 

(v)

(vi)
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5.8

(i)

(ii)

(iii)

(iv)

(v)

(vi)

(i)

(ii)

(iii)
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(iv)

(v)

(vi)

5.9

5.10

(i)

(ii)

AI 24 × 7 
(iii)

FAQS 
(iv)
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(v)

(vi) SMS/

SMS

SMS/

5.11

(i)

(ii)

(iii)

(iv)

(v)

(vi)
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(vii)

5.12

(i)

(ii)

(iii)

(iv)

(v)

5.13

(i)
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(ii)

(iii)

5.14

5.15

[1]
(a) (b) 
(c) (d) (a)

[2]
(a) (b)
(c) (d) (b)
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[3] ATP 
(a) Accen tap point (b) Available to point
(c) Automated Teller Process (d) Auto tap Point (b)

[4] SCM 
(a)
(b)
(c)
(d) (b)

[5] 3-PI 
(a) Three points Logistics (b) Three points Location
(c) Third Party Logistics (d) Thre Party Location (c)

[6]
(a) Operational (b) Logistics
(c) Marketing (d) (c)

[7] SCM 
(a) Effient (b) Agile
(c) Flexible (d) None (d)

[8] CRM 
(a) Customer Rarely Matter
(b) Customer Relationship Management
(c) Customer Rearrange Management
(d) None (b)

[9] VAS 
(a) Value Average Service (b) Value Added Service
(c) Value Added Service Logstices (d) Value After Service

(b)
[10]

(a) Honesty (b)
(c) Embrace charge (d) All (c)

[1] E-SCM 
[2] E-SCM 
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[3]
[4] Flexible Model 
[5] E-SCM 

[1]
[2]
[3] E-SCM 
[4] E-SCM 
[5] E-SCM 
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6  (Basic Computer Knowledge)

6.0

6.1

6.2

6.3

6.3.1

6.3.2

6.3.2.1

6.3.2.2

6.3.3

6.3.3.1

6.3.3.2

6.3.3.3

6.3.4

6.3.5

6.4

6.5

6.6

6.0
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 CUP


6.1

(Input Unit) (Processing Unit)
(Output Unit)

3000 (Abacus)
1833 (Charles

Babbage)

6.2 (Generation of Computer)

ENIAC (Electronic
Numerical Integrator and Computer)

ENIAC
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(First Generation) 1946–1951
(Second Generation) 1952–1960
(Third Generation) 1961–1970

(Fourth Generation) 1971–1989
(Fifth Generation) 1989

ENIAC

(Machine Language)

UNIVAC 1108, Honeywell 400, IBM1400, IBM 7000

(Ancillary Memory)

IBM 360

(IC)
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(Programming Language)
FORTRAN, COBOL

(Visual Display Unit)

(IC) (VLSI— Very Large Scale Integration)
VLSI 5000

(CD), (OCR), (Scanner),
(Joystick)

(HD)

ULSI (Ultra
Large Scale Integration)

AI (Artificial Intelligence)

(AI)

AI

(Memory size)

(Highly mobile)
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6.3 (Configuration of Computer)

6.3.1 (Block Diagram

of a Compuer and the functions of its different parts) 

(Computer Hardware)

(CPU), (Input Unit),
(Computer Memory) (Output Unit)

SYSTEM BOX
CPU

Operational Unit

Control Unit

Arithmatic & Logic Unit

Memory
Primary Memory

Secondary Memory

Block Diagram of a Computer

Input
Unit

Output
Unit
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6.3.2 (Input Unit)

(Data)
(Input Unit)

(Key Board), (Mouse), (Scanner), (Compact Disc),
(Joystick)

(Primary Memory)

6.3.2.1 (Key Board)

(Key)

(Key)

 (Numeric Key-

Pad) 0, 1, 2,
3, ....... 9, +, –, ÷, ×, =

 A, B, C, D ...... Y, Z, ;, ., ,, ”, ., 

  F1 F12 (Key)

6.3.2.2 (Mouse)

(VDU) (Screen)
(Cursor) [  I ]

Cursor
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()

6.3.3 (Output Unit)

(Processing)

(Processed Data Information)
(VDU)

(VDU) (Computer Monitor),
(Printer), (Plotter), (Compact Disc), (USB)

6.3.3.1 (Visual Display Unit)

(Cathode Ray Tube)— CRT
(Liquid Crystal

Display) LCD LCD
LCD

(Processed)

6.3.3.2 (Printer) 

(Inbuilt)

(Dot
Matrix Printer), (Laser Printer),

(Ink-Jet Printer) 
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6.3.3.3 (Other Output Devices) 

USB
(Processed)

USB

6.3.4 (CPU) :

CPU CPU
CPU

(Integrated Circuit) (Complex set)

CPU
CPU

(ALU — Arithmatic and Logic Unit) (Control Unit)
(ALU) : (CPU)

ALU
ALU-



 AND, OR, NOT, XOR




 (CU)
ALU CPU

(Control Unit) :

CPU
(Memory)
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 (Decode) (Execute)





6.3.5 (Computer Memory) :

(Basic function)

(Operating System), (Hardware)
(Software)

(Primary Memory)

(Secondary Memory)

(Primary Memory) :

(Semi conductor Chip)

RAM (Random Access Memory),  ROM (Read Only Memory), Memory
(Cache Memory), (Flash Memory)
(i) RAM : RAM

RAM
RAM Static RAM Dynamic RAM

[SRAM and DRAM]
(ii) ROM : ROM ROM

ROM’

ROM
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ROM PROM (Programmable ROM), EPROM (Epasable
Programmable ROM), EEPROM (Electrically Erasable Programmable ROM)

PROM, EPROM EEPROM—

(iii) (Cache Memory) :

(iv) (Flash Memory) :

(Secondary Memory) : (Main Memory)

(Floppy Disk), (Hard Disk), (CD ROM)
(Secondary Memory)

(i) (ii)

(HDD), (SSD),

(Computer booting)
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6.4 (Summary) :

6.5 (Exercises) :

(MCQ)

[1]
(a) (b)
(c) (d) (c)

[2]
(a) (b)
(c) (VDU) (d) (b)

[3]
(a) (b)
(c) (d) (CD) (a)

[4]
(a) 1952-1960 (b) 1946-1951
(c) 1961-1970 (d) 1971-1979 (b)

[5] LCD
(a) Logical Compact Disk (b) Logical Crystal Disk
(c) Liquid Crystal Display (d) Liquid Compact Display (c)

[6]
(a) RAM (b) ROM
(c) (Cache Memory) (d) Floppy Disk (d)

[7]
(a) Floppy Disk (b) ROM
(c) HDD (d) SSD (b)

[8]
(a) HDD (b) SSD
(c) Pen Drive (d) RAM (c)
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[9]

(a) CPU (b) VDU
(c) Memory (d) ALU (c)

[10] CPU
(a) Operational Unit (b) Control Unit
(c) Arithmetic & Logic Unit (d) Input device (d)

(Short Answer Type Questions) :

[1]
[2]
[3] RAM ROM
[4]
[5]
[6]
[7] CPU
[8]
[9]

[10]

(Long Answer Type Questions)

[1]
[2]
[3]

[4]

[5]
[6] (i) (CPU) ; (ii) (Primary memory) ; (iii)

(Secondary Memory) ; (iv) (v) (RAM
and ROM).

6.6

[1] 2025.
[2] 2012
[3]
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7 

(Computer Software and Computer Operating

System)

7.0

7.1

7.2

7.2.1

7.2.2

7.2.3

7.2.4

7.2.5

7.3

7.4

7.5

7.6

7.0







7.1
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CPU CPU

7.2 (Computer Software)

(Logic)

(Paint Brush)

7.2.1 (Different Types of Computer Software)

(Application Area) (Function)

7.2.2 (System Software)

(Interface)









7.2.3 (Application Software)

(MS



NSOU  NEC-CO-0274

Word), (MS Excel), (Google Chrome), (Firefox)







7.2.4 (Utility Program)

(Resource Management),
(Resource Preservation and Resource Maintenance) (Overall Control)









 (Install or Delete) ;


7.2.5 (Computer Language)
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(Hig Level Language) (Low Level
Language)

(High Level Programming Language) :

(abstract)—
BASIC, COBOL, C, C++

(Low Level Programming Language) :

(0 1)

7.3 (Computer Operating System)

 (OS)









(IOS), (Android)

(Microsoft Windows)
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(Serial Processing), (Batch Processing)
(Multi Programming)

(Serial Processing) :

(CPU)

(sequence system)

(Batch Processing) :

(Multi Processing) :

CPU

7.4 (Summary) :

7.5 (Exercises) :

(MCQ)

[1]
(a) (b)
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(c) (d) (b)
[2]

(a) (b)
(c) (d) (c)

[3]
(a) (b)
(c) (d) (d)

[4]
(a) (b)
(c) (d) (b)

[5]
(a) (b)
(c) (d)

(b)
[6]

(a) (b)
(c) CPU (d) (c)

[7]
(a)
(b)
(c)
(d) (d)

[8]
(a) BASIC
(b) COBOL
(c) (Assembly Language
(d) C++ (c)

[9]
(a)
(b)
(c)
(d) (c)

[10]
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(a) (b)
(c) (d) (b)

(Short Answer Type Questions) :

[1]
[2]
[3]
[4]
[5]
[6]
[7]
[8]
[9]

[10]
[11]
[12]

(Long Answer Type Questions)

[1]
[2]
[3]
[4]
[5]
[6]

7.6

[1] 2025.
[2] 2012
[3]
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8 

(Computer Word Processing System or Microsoft

Word, Microsoft Excel and Microsoft Powerpoint)

8.0

8.1

8.2 (MS-Word)

8.2.1 (Starting of MS-Word)

8.2.2 MS-Word (New File or Document

Preparation of MS-Word).

8.2.3 MS-Word (Text) (Starting of Writing a

text with the help of MS-Word)

8.2.4 MS-Word (Saving of a document in MS-

Word).

8.2.5 MS-Word (Editing of MS-Word document)

8.2.5-1 Text (Select of Text or Document)

8.2.5-2 Text (Delete of Text or Document)

8.2.5-3 Text (Undo of text document)

8.2.5-4 Text UNDO (Redo of Text

document).

8.2.5-5 Text (Cut of Text document)

8.2.5-6 Text (Copy of Text document)

8.2.5-7 Text (Paste of Text document)

8.2.5-8 Text (Finding and

Replacement of Writing or Word for replacement)

8.2.5-9 (Adding Hyperlink, is a document).
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8.2.5-10 (Inserting Table in a document)

8.3 (MS-Excel and Spreadsheet Programme)

8.3.1 MS-Excel (Starting of MS-Excel).

8.3.2 MS (Data entry in MS-Worksheet)

8.3.3 MS (Copy and Paste of data in

MS Excel Worksheet)

8.3.4 Excel (Inserting Chart and Graph in Excel

Worksheet)

8.3.4.1 Excel (Creating Chart

in Excel Worksheet with the help of Chart Wizard)

8.3.4.2 Excel

(Sorting of memerical data in Excel worksheet in ascending or descending

order)

8.3.4.3 Excel

(Preparation of pay roll of employees by applying

simple formula on data in Excel worksheet)

8.4 (Microsoft Power Point)

8.4.1 (Start of MS-Power Point)

8.5

8.6

8.7

8.0
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 (PPT) PPT

8.1

MS-Word, MS-Excel MS-Powerpoint
MS-Word Text

MS-Excel
MS-Powerpoint

8.2 (MS-Word)

(Text) (Edit)
(Cut), (Copy), (Paste), (Create document),

(formatting)
(MS-Word) MS-Word MS-

Office MS-Word
(Text), (Letter), (Document)

MS-Word
(insert)

MS-Word (Report)
(CV Bio data)

8.2.1 MS-Word (Starting of MS-Word)

 (MS Windows)
 (Programs) Select

 (MS-Word)
MS-Word VDU-

MS-Word Text
Edit

8.2.2 MS-Word (New File or Document preparation

of MS-Word)



 Dialog Box Blank Document
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 OK (Document)
(text)

8.2.3 MS-Word (Starting of writing a text with

the help of MS-Word)

MS-Word Word document

document
Backspace Delete

Text Document Text Document-
Text Document- (Left Alignment)

(Alignment
Dialog Box) Text document

(Middle Alignment)
text (Right Alignment)

(Justify Alignment)

MS-Word

8.2.4 MS-Word (Saving of a document in

MS-Word)

MS-Word text
 File (Save)
 Text ‘Save As’

‘Save In’
 ‘Save As’ ‘File Name’ Text

 Save Ctrl + S

text ‘Save In’
text Edit

8.2.5 MS-Word (Editing of MS-Word Document)
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MS-Word text text

text

8.2.5.1 Text (Select of text or document) :





Ctrl + S


(Bold)

8.2.5.2 Text (Delete of text document) :



 Delete Key Press
text delete

8.2.5.3 Text (Undo of text document) :

 text edit
text edit Standard Toolbar

‘Undo’ Edit ‘Undo’
 text edit

8.2.5.4 Text Undo (Redo of text document) :

 text Undo
Standard Toolbar Redo Edit ‘Redo’

 text edit

8.2.5.5 Text (Cut of text document) :

 Text (Cut)

 (Cut)
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 Standard Toolbar Edit Cut Ctrl+X
Key- Key press

 (Cut) text text

8.2.5.6 Text  (Copy of text document) :

 Text

 Edit Ctrl + C
press

 text
(Copy) text

8.2.5.7 Text  (Paste of text document) :

 Text (Cut) (Copy)
text (Paste)

 text

 Edit paste Standard Toolbar paste
Ctrl + V press

 text cut copy text
(paste)

8.2.5.8 Text (Finding and

Replacement) :

(Finding and Replacement)
(Find

and Replacement Command)
 Edit Replace

Find what
 Replace with
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 Find Next Replace of Replace All Replacement

 Close

8.2.5.9 (Adding Hyperlink in a document) :





 Link


OK


Open Link


Remove Hyperlink

8.2.5.10 (Inserting Table in a document) :

 (Standard Toolbar) (Insert)



Row and Column
Number of Columns and

Number of Rows OK



 Row Column
Delete Row / Column Insert Row / Column
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Row Column Row
Column

8.3 (Microsoft Excel

and Spread Sheet Program)

(MS Excel) (Spread
Sheet Programme) (Accounting), (Financial
Counting), (Data Management), (Data Analysis),
(Graphix) Spread Sheet

(Work book) page 
Sheet Worksheet Row

Column Row Column ‘Cell’ Cell

8.3.1 MS-Excel (Starting of MS-Excel)

 MS-Windows


(MS Excel) MS-Excel
VDU-

 MS-Excel

 1, 2, 3, 4, 5, 6 ........ Row
A, B, C, D, E ....... Column

256 Column 16,384 Row
 Row Column Cell Row

Column Cell 6 Row and Column
B Cell B6

8.3.2 (Data Entry in Worksheet)

Cell Cell
Cell Worksheet Formula Bar

Cell Label, Valued
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Formula Label Text numeric value
Label numeric calculation

(+, –, ÷, × +, –, /, *)
Formula

(Formula) Cell reference, arithmetic operator (+,
–, /, *) Cell (Formula) Cell

Formula Bar Formula Cell
result Cell-

8.3.3 MS-Excel (Copy

and Paste Data in MS-Excel Sheet and Delete of data)

MS-Excel
 Cell Cell

B6 B6, B7, B8 B6, C6, D6 Cell
 Standard toolbar

Edit Cell Cell
Excel

 Cell Cell Cell Cell

 Standard Toolbar Edit

 Cell Cell Cell
Cell

 Cell Cell
Del

8.3.4 (Inserting Chart and Graph in Excel

Worksheet)

(Visual)
(Numerical)

(values)
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8.3.4-1 (Creating Chart in Excel

Worksheet with the help of Chart Wizard) 

MS-Excel

 (Numerical Data)

 (Insert)

 (Chart Type)

 Next
Data Range

 Next



(Tab)
 Next

‘As Object in’ ‘As New Sheet’
 Finish

(Bar Chart)

Numerical Data

Year Sales (Rs.) Profit (Rs.)

2016-17 2,00,000 45,000
2017-18 2,80,000 60,000
2018-19 3,20,000 75,000
2019-20 4,00,000 90,000
2020-21 4,50,000 1,40,000
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‘As Object in’

8.3.4-2 (Sorting

of numerical data in MS-Excel in ascending or discending order) 

(Value) (Descending Order)
(Ascending Order)

 Row and  Column
5 3
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 3 Total Marks
B DAS Total Marks C3, D3 E3 Cell

‘E Auto Sum’ F3 Cell Total Marks
221 [56 + 75 + 90 = 221]
Cell F GHOSH C4, D4 E4, M. RANA C5, D5 E5,
T SEN C6, D6 E6 U KAR C7, D7 E7

‘E Autosum’ F3, F4, F5,
F6 F7 Cell Marks 220, 160, 202 187

 Total Marks (Ascending Order)
(Descending Order) B Column F Column Row

wise


‘Custom Sort’ ‘Sort by’ Column
Column Column

Sort (Ascending Descending Order) Column
Choose ‘Order’ Largest to Smallest (Descending

Order) Smallest to Largest (Ascending Order)
Choose OK Sort

 5 3 (Total Marks)
(Decending) Sort

Ranking Sort (Red
Color)

G Column Ranking 1 5
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 5 (Ascending Order)
Sort Ranking

Sort by Ascending Order

8.3.4-3

(Preparation of Pay Roll of employees by applying

simple formula on data in the Excel Worksheet) 

 Excel Sheet- Cell- Cell A2
B2 (Basic Pay), C2- DA (Dearness Allowance),

D2 HRA (House Rent Allowance), E2 MA (Fixed Medical Allowance),
F2 (Gross Pay), G2 PF Contribution, H2 TDS (Tax Deducted
at Source), I2 Total Deduction P Tax (Professional Tax), J2 Total
Deduction, K2 (Net Pay)

 Cell Formula Cell
Formula Formula ‘=’

 DA
DA Excel
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Worksheet DA Cell [C2
]

= (B2 * Rate of DA) Enter C2 Cell
Rate of DA 50%

= (B2 * 50%) = (B2 × 5)
40,000 B2 Cell

C2 Cell- 20,000 DA
C2 Cell Fill Handler (+) Column-

C3, C4, C5, C6, C7... cell C2 cell
B3, B4, B5, B6, B7...... Cell-

C3, C4, C5, C6, C7 .... DA Cell A DA
50%

 (House Rent Allowance)
15% HRA

6000 (Condition of not exceeding Rs. 6000)
D2 Cell-

= If (B2 * .15) < 6,000 (B2 *. 15), 6000)
IF Condition Enter Key

30000 B2 Cell- D2
Cell- HRA 4500 [ 30000 × 15%, 6000 ] D2 Cell

30000 50000 C2 Cell HRA
6000 [ 50000 × 15% = 7500 6000 ]

D2 Cell Fillhandler (+) Cell D3,
D4, D5, D6, D7, D8 Cell

B2, B3, B4, B5 ........ Cell HRA
D2, D3, D4, D5 ...... Cell-

 (Medical Allowance)
E2, Cell-

500 Fill Handler Drag E3, E4,
E5..... Cell 500
Note : Fill Handler Drag Cell

‘+’ +
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+ Drag Column
Row Cell

 F2 Cell (Gross Pay) F2 Cell
Gross Pay B2 Cell, C2 Cell, D2 Cell E2 Cell cell
(Value)

= (B2 + C2 + D2 + E2) [Enter Key Press ]
Cell range

= (B2 : E2) [Enter Key press ]
F2 Cell Gross Pay F2 Cell-

Cell Fill Handler (+)
F3, F4, F5, F6 ...... Cell

F2 Cell B2, B3,
B4 ...... Cell- Gross Pay

F2, F3, F4 .... Cell
 G Column (Provident Fund

Contribution)

8
G2 Cell

= (B2 × 8%) = (B2 × .08)
Enter Key Press G2 Cell Provident Fund Contribution

B2 Cell Fill Handler
G2 Cell G3, G4, G5 ....., Cell

B2, B3, B4, B5 ....... Cell
G2, G3, G4, G5, G6 ....... Cell

 MS Excel H Column (Tax Deducted
at Source) 10

MS-Excel

H2 Cell
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= F2 * 10% = F2 * .01
Enter Key press H2 Cell TDS

F2 Cell Gross Pay 10 Fill
Handler H3, H4, H5 ...... Cell H3, H4,
H5, H6 ....... Cell- Gross Pay 10 TDS

 (Professional Tax)
Professional Tax

G2
Cell
= (B2 × 8%) = (B2 × .08)

Enter Key Press G2 Cell Provident Fund Contribution
B2 Cell Full Handler

G2 Cell G3, G4, G5 ........ Cell
B2, B3, B4, B5 ....... Cell

G2, G3, G4, G5, G6 ....... Cell-

 MS Excel H Column (Tax Deducted
at Source) 10

MS-Excel

H2 Cell
= F2 * 10% = F2 × .01

Enter Key Press H2 Cell TDS
F2 Cell- Gross Pay 10 Fill

Handler H3, H4, H5 ...... Cell H3, H4,
H5, H6 ....... Cell Gross Pay 10 TDS

 (Professional Tax)
Professional Tax

200
40,000

I Column
Professional Tax I2 Cell 200
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Fill Handler I3, I4, I5, I6 .......Cell Professional Tax
200

 MS-Excel J Column (Provident
Fund TDS and Professional Tax)

I2 Cell
= SUM (G2 : I2) = (G2 + H2 + I2)
Enter Key Press J2 Cell G2, H2 and I2 Cell
PF Contribution, TDS P. Tax
Fill Handler J3, J4, J5, J6 ...... Cell

(Total Deduction)
MS-Excel K Column (Net Pay)

(Total deduction)
Net Pay = Gross Pay – Total Deduction K2 Cell

K2 Cell Net Pay

= (F2 – J2)
Fill Handler K3, K4, K5, K6 Cell

MS-Excel

1. Arun Kar — Basic Salary Rs. 30,000
2. Bikash Saha — Basic Salary Rs. 50,000
3. Dayal Das — Basic Salary Rs. 40,000
4. Pran Sen — Basic Salary Rs. 32,000
5. Hari De — Basic Salary Rs. 36,000
6. Sima Roy — Basic Salary Rs. 64,000
7. DA — 40% of Basic Salary
8. HRA —15% of Basic Salary subject to a maximum of Rs. 6000 per month.
9. MA — Rs. 500 (Fixed)
10. Provident Fund Contribution — 8% of Basic Salary
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11. TDS — 10% of Gross pay
12. Professional Tax — Rs. 200 (Fixed).

MS-Excel
(1, 2, ....... 5)

Cell (Value) (Showed  in
red colour) MS-Excel Worksheet— Pay roll (value)

(a) C2 Cell- DA
= (B2 × 50%)

(b) D2 Cell HRA
= If ((B2 × 15%) < 6,000 (B2 + 15%), 6000)

(c) E2 Cell MA (Rs. 500 fixed), 500 Fill Handler
E7

(d) F2 Cell Gross Pay
= (B2 + C2 + D2 + E2)

(e) G2 Cell- PF Contribution
= (B2 × 8%)

(f) H2 Cell- TDS = (F2 × 10%)
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(g) I2 Cell- P. Tax (Rs. 200 fixed), 200 Fill Handler
I7

(h) J2 Cell- Total Deduction
= (G2 + H2 + I2)

(i) K2 Cell Net Pay
= (F2 – J2)

Fill Handler (+) Drag Row

8.4 (Microsoft Power Point)

(MS Office)

(PBT)

8.4.1 (Start of MS Power Point)

 start Program- MS Power Point

‘Click to add title’
‘Click to add subtitle’

 ‘New Slide’

(paste)
(Font size) (Bullets)

‘Design’

Title
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‘New Slide’

 Desktop-
 ‘Desktop’ MS Power Point

PPT (Power Point Presentation)
‘Slide Show’

PPT
(Page down)

 PPT (MS Power Point Widow)
(Animation) PPT

Select

8.5 (Summary)

MS-Word, MS-Excel MS-Power Point
MS-Word Text

Text Table MS-Excel

MS-Power point PPT

8.6 (Exercises) :

(MCQ)

[1]
(a) (b)
(c) (d) (b)

[2] MS-Word
(a) 2 (b) 3
(c) 1 (d) 4 (d)
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[3] Text Document 
(a) Ctrl + P (b) Ctrl + A
(c) Ctrl + S (d) Ctrl + X (c)

[4] Text _______ 

(a) Redo (b) Delete
(c) Undo (d) Backspace (c)

[5] Column 
(a) 265 (b) 256
(c) 255 (d) 652 (b)

[6] Row 
(a) 18634 (b) 16834
(c) 16364 (d) 18364 (b)

[7] ______ 

(a) X (b) =
(c) / (d) + (b)

[8] text (paste) 
(a) Ctrl + X (b) Ctrl + N
(c) Ctrl + P (d) Ctrl + V (d)

[9]
(a) doc (b) xls
(c) ppt (d) ndb (c)

[10] MS-Power point-
(a) Slide (b) Sheet
(c) Paper (d) Worksheet (a)

(Short Answer Type Questions) :

[1]
[2] Text Undo and Redo
[3] Text Finding and Replacement
[4] Hyperlink
[5]
[6]
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[7] ‘Auto Sum’
[8]
[9] PPT 

[10]

(Long Answer Type Questions)

[1] MS-Word
[2] MS-Word ‘Hyperlink’
[3] MS-Word
[4] MS-Excel

[5] MS-Excel

[6]
(a) Text Cut Paste (b) (c)
(d) (e) PPT

8.7

[1]
[2] 2007, LP Editional Board, Law Point Publication.
[3] MS Powerpoint, Kaushani Dutta and Soma Roychowdhury
[4] www. wikipedia.com
[5] www. lifeware.com
[6] www. techtarget.com
[7] www. geeksforgech.org
[8] http.//powerpoint.clouds.microsoft
[9] http.//britannica.com.
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9  (Data

Communication and Internet Service)

9.0

9.1

9.2

9.2.1

9.2.2

9.2.2.1

9.2.2.2

9.2.2.3

9.3

9.3.1

9.3.2

9.3.3

9.4

9.4.1

9.4.2

9.4.3

9.4.3.1

9.4.3.2

9.4.3.3

9.4.3.4

9.4.3.5

9.4.3.6
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9.5

9.5.1

9.5.2

9.5.2.1

9.5.2.2

9.5.2.3

9.5.2.4

9.5.2.5

9.5.2.6

9.6

9.7

9.8

9.9

9.0
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9.1

(Wireless)
(Data Transmission), 

(Digital Transmission), (Video Conferencing), (Storage
Media), (Computer Bios)

(ICT)

(ICT)

9.2 (Data

Communication System and its basic Components)

(Communication) (Point to Point)
(Point to Multipoint)

(Two way communication)

electronic device

9.2.1 (Basic components of Data commu-

nication system)

(Message), (Sender), (Receiver), (Transmission Medium)
(Protocol or Set of Rules)

 (Message) :
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Text

 (Sender) :

 (Receiver) :

 (Transmission Medium) :

(Twisted-pair Cable), (Coarical Cable),
(Fibre Optical Cable),

 (Protocol or Set of Rules) :

(Data
Access Method), (Data Transfer Speed), (Data
Arrangement), (Identification of defects in data transfer)



(TCP/IP), (OSI)
(Digital or Analog)

9.2.2 (Data Communication or Data Transmission

Speed)

Bandwidth Bandwidth
bps Bit per second
Narrow Band, Voice Band Broad Band
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9.2.2-1 (Narrow Band) 

Narrow Band Sub-voice Band
45 bps 300 bps

9.2.2-2 (Voice Band) :

9600 bps

9.2.2-3 (Broad Band) :

IMbps

9.3

(Data Communication Signal and Data

Communication Mode)

9.3.1 (Data Communication Signal)

Signal
Signal Signal

 (Analog Signal) :

Analog Signal
Sinewave Anslog Signal

 (Digital Signal) :

Digital Signal Squarewave
O I

9.3.2 (Data Communication Mode)

 (Simplex Mode) :

Simplex Mode
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 (Half-duplex Mode) :

SMS

 (Full duplex Mode) :

9.3.3 (Data Distribution Mode)

 (Unicast Mode) :

SMS
 (Broadcast Mode) :

 (Multicast Mode) :

(Video Conferencing), (Chatting),
SMS

9.4

(Computer Network, Classification of Computer

Network and Computer Network Topology)

(Access)

9.4.1 (Features of Computer Network)
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9.4.2 (Classification of Computer Network)

(Network)
 (Local Area Network— LAN) :

LAN
LAN

 (Wide Area Network WAN) : WAN

(Satellite
Link) WAN (Internet)
WAN

WAN
WAN

(Backup)

 (Metropolitan Area Network— MAN) : MAN

LAN MAN
50 75

 (Personal Area Network PAN) : PAN

(PAN) PAN
Personal Area Network PAN
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Personal Area Network (PAN)
PAN WPAN (Wireless PAN) PAN

USB, Firewire

9.4.3 (Computer Network Topology)

9.4.3-1 (BUS Topology) 

(Back bone)
(Trunk)

(Signal)

9.4.3-2 (RING Topology) 

1 2 3 4

65 7

1, 2, 3..........7 (BUS
Topology)
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9.4.3-3 (STAR Topology) 

(Replacement)

9.4.3-4 (TREE Topology) 

1
26

3
4

5

1, 2, 3..........6 

1

2

34

5 1, 2, 3..........5 
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9.4.3-5 (MESH Topology) 

(Point to Point Link)
‘n’

[n × (n – 1)]/2
6

15
6 (6 1)

2

O

Sub-Hub I

1, 2, 3, 4 Sub-Hub I
1 2

34

1 2

3

45

1

2

3

Sub-Hub 2

1, 2, 3, 4, 5 Sub-
Hub 2 

Sub-Hub 3

1, 2, 3 Sub-Hub 3 

Sub-Hub 3

(Central Hub)

(TREE Topology)

1
2

3
4

5

6
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9.4.3-6 (HYBRID Topology) 

(Hybrid Topology)

HUB

BUS Topology

Backbone 
or Trunk

STAR Topology RING Topology

HYBRID Topology

9.5 (Internet)

(24×7)

(Access 
(Internet Protocol)

1960 (Advanced Research Project Agency—
ARPA)
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1989 ISP (Internet
Service Provider)

9.5.1 (Internet Service) (WWW).

ISP Internet Service Provider
(World Wide Web— WWW)

(www)

(Web Page)
www (Hyper Text Document)

(Edit), World Wide Web
(www)

www

(ISP)

(BSNL) (JIO)

9.5.2 (Internet Service and its necessary

devices)

(E-mail Service), 
(Use of World Wide Web)

(File Transfer Protocol— FTP), (Chat Room Service),
(Instant Messaging— IM), (News Group)

9.5.2-1 (E-Mail Service) 
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(Digital Message)

(MS-
Outlook), (Gmail), (Yahoo Mail)

Text, Picture
GMail, YAHOO Mail, Microsoft Outlook

‘Compose’
‘New Message’

‘Cc’, ‘BCC’
‘Subject’

‘Send’ ‘Attach
File’

Desktop, Download
(Open) (Attach)
‘Send’

9.5.2-2 (World Wide Web–www) 

(www) www
HTTP (Hypertext Transfer

Protocol) HTML (Hypertext Mark-up Language)

(Internet Explorer), (Netscape), (Google), (Firefox),
www

(www)
(Request)

(Reply)
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HTTP www (Internet
Explorer, Google, Firefox)

9.5.2-3 (File Transfer Protocol— FTP) 

(FTP)

FTP
FTP (Sign in)

FTP FTP

9.5.2-4 (Chat room Service) 









(Video Conferencing)

9.5.2-5 (Instant Messaging— IM) 
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IM

(IM)

Slack, Microsoft Team and Google Workspace

(IM)

9.5.2-6 (News Group) 

9.6 (Essential Devices

for Internet Service)
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9.7 (Summary)

9.8

(MCQ)

[1]
(a) (b)
(c) (d) (c)

[2]
(a) (b)
(c) (d) (b)

[3]
(a) (b)
(c) (d) (c)

[4] TCP-
(a) (b)
(c) (d) (b)

[5]
(a) (b)
(c) (d) (d)
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[6]
(a) (b)
(c) (d) SMS (a)

[7] www w
(a) web (b) World
(c) with (d) Wide (d)

[8]
(a) UPS (b) Modem
(c) Mouse (d) www (c)

[9] HTML
(a) Hyper Text Machine Language
(b) Hyper Text Matching Language
(c) Hyper Text Markup Language
(d) Hyper Text Modified Language (c)

[10]
(a) (b)
(c) (d) (b)

[11]
(a) 12 (b) 20
(c) 15 (d) 9 (c)

[12]
(a) (b)
(c) (d) (b)

(Short Answer Type Questions) :

[1]
[2]
[3]
[4]
[5] WAN
[6]
[7]
[8]
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[9]
[10]

(Long Answer Type Questions)

[1]
[2]

[3]
[4]
[5]
[6]
[7]

(a) (b) (c)
(d) (e) (f) WAN and
MAN, (g) (h) (i)

9.9

[1] Data Communication in Network, Dr. Sanjay Sharma
[2] Data Communications & Networking, Dr. N. Vanjualvalli
[3] Data Communication & Networks, Dr. C. Anitha, N Bai K. S., S. Rani.
[4] Internet, Koushik Dutta & Somon Roychowdhury
[5]
[6] www.wikipedia.com
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10  (Cyber Crime and

Cyber Security)

10.0

10.1

10.2

10.2.1

10.2.1-1

10.2.1-2

10.2.1-3

10.2.1-4

10.2.1-5

10.2.1-6

10.2.1-7

10.2.1-8

10.2.1-9

10.2.1-10

10.2.1-11

10.3

10.3.1

10.3.1-1

10.3.1-2

10.3.1-3

10.3.1-4

10.4
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10.5

10.6

10.7

10.0

















6.1
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10.2 (Cyber Crime)

10.2.1 (Different types of Cyber Crime in

Cyber Attack)









10.2.1-1 (Attack on confidentiality) 

Key)

10.2.1-2 (Attack on integrity) 
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10.2.1-3 (Attack on entry or availability) 

(Block)

10.2.1-4 (Attack by Malware) 

10.2.1-5 (Backdoor Attack) 

(access)

10.2.1-6 (Spoofing Attack) 

10.2.1-7 (Phishing Attack) 
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10.2.1-8 (Spyware Attack) 

10.2.1-9 (Randomware Attack) 

(Access)

10.2.1-10 (Adware Attack) 

10.2.1-11 (Social Engineering Attack) 

10.3 (Cyber Security) :
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10.3.1 (Different Types of Cyber Security)

(Digital Enviroment)
(Security Issue)

10.3.1-1 (Network and Gateway Security) 

(Incoming) (Outgoing)

(Firewall Security System)

(Hacker Attack)

10.3.1-2 (Application Security) 

10.3.1-3 (E-mail Security) 

(Spam Folder)
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10.3.1-4 (Antivirus Security) 

(McAfee Total Protection), Kaspersky (K7), Norton 360, Total AV,
Malwarebytes, Quick Heal

Upload 

10.4 (Tips for Cyber Security)









(Attached File)


 PIN, OTP
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 (Free WiFi)

 (Phone Call)

10.5 (Summary) :

10.6 (Exercise) :

(MCQ)

[1]
(a) (b)
(c) (d)

(c)
[2]

(a)
(b)
(c)
(d) (b)

[3]
(a)
(b)
(c)
(d)

(c)
[4]

(a)
(b)
(c)
(d) (b)
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[5]
(a)
(b)
(c)
(d) (c)

[6]
(a)
(b)
(c)
(d) (d)

[7]
(a) (b)
(c) (d) (c)

(Short Answer Type Questions) :

[1]
[2]
[3]
[4]
[5]
[6]
[7]
[8]
[9]

[10]
[11]
[12]

(Long Answer Type Questions)

[1]
[2]
[3]
[4]
[5]
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[6]
[7]

(a) (b) (c) (d) (e)
(f) (g) (h)

10.7

[1] Computer Application, Deepak Jain
[2] Cyber Crime and its Prevention, Debtoru Chatterjee, Khanna Publishing House
[3] Cyber Crimes & Law, Dr. Rajanikant Verma, Bharti Publications.
[4] Cyber Security, Anand Shinde.
[5] Cyber Security, Nina Godbole.
[6] www.wikipedia.com
[7] www.techtarget.com
[8] www.researchget.net


