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BOARD OF SECONDARY EDUCATION RAJASTHAN AJMER
Revised Syllabus for Board Exam : 2021
CLASS- 10"

ENGLISH (Compulsory)
Subject Code-02
The examination scheme for the subject is as follows-

PAPER TIME MARKS OF THE PAPER | SESSIONAL TOTAL
MARKS
ONE 3:15 80 20 100

Area of Learning

Reading 14
Writing 14
Grammar 15
Text book: Golden Rays 23
Supp. book: Resolution 10
Road Safety Education 04

TOTAL-80

(1) Reading 14

Two unseen passages of total 350 words with a variety
Of questions including 4 marks for vocabulary.
Only prose passages will be used. One will be factual and the other
will be literary.
(i) Passage 1 - 150 words (7 marks) - Four or five

Comprehension questions. 07

(i) Passage 2 - 200 words (7 marks)-Four or five comprehension
questions. 07
(2) Writing 14

(i) Letter writing- (One out of two)
Informal - personal, such as to family and friends.
Email - formal letters to the Principal of the school or to the

Editor of a Newspaper or a Magazine. 05
(it) Writing a short paragraph on a given outline / topic
in about 60 words 04

(iii) Composition: A short writing task based on a verbal and /
or visual stimulus. (Diagram, picture, graph, map, chart, table,
flow chart etc.) Maximum words 75 05
(3) Grammar 15
A variety of short questions involving the use of particular structures
within a context. Test types used will include -
*cloze *gap-filling, *sentence-completion,
*sentence-reordering, *dialogue-completion
*sentence-transformation (including combining sentences).
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The Grammar teaching will include the following areas-
1. Tense (Simple Present, Present Continuous, Present Perfect,
Simple Past, Past Continuous, Past Perfect and Tense showing

Future Action) 05
2. Use of Active & Passive Voice 04
3. Direct and Indirect Speech 04
4. Modals (Command, Request, Permission, Probability, Obligations 02
(4) Text Books & Supplementary Reader 33
Prose - Golden Rays - 14
(I) Two extracts from different prose lessons included in Textbook
(Approximately 75 words each) 4x2 =08

These extracts would require effort on the part of the students to
supply the responses. (One mark in each extract will be for vocabulary and
remaining three marks will be for testing local and global comprehension.)
(ii) One out of two questions extrapolative in nature based on any one of 03
The prose lessons from Textbook to be answered in about 60 words. 03
(iii) One out of two questions on Drama Text (local and global
Comprehension questions) (30-40 words)
Poetry - Golden Rays - 09
(i) One out of two reference to context from the prescribed poems 04
(ii) Two out of three short answer type questions on interpretation
of themes and ideas contained in the poems to be answered in
30-40 words each. 05
Supplementary Reader - Resolution 10
(i) One out of two questions from Supplementary Reader to interpret,
evaluate and analyze character, plot or situations occurring in the

lessons to be answered in about 80 words. 05
(if) One out of two short answer type questions of interpretative and
evaluative nature based on lessons to be answered in 30-40 words 03
(iii) One out of two short answer type questions based on factual
aspects of the lessons to be answered in 20-25 words. 02
Road Safety Education 04 Marks

- Poster Making, Carpooling, Comprehension Passage (Driver's Responsibility), Fill in
Appropriate alternatives (General Exercise), Speech Writing (Drunk Driving).

Prescribed Text Books

1. Golden Rays - Published by Board of Secondary Education, Rajasthan, Ajmer
2. Resolution -Published by Board of Secondary Education, Rajasthan, Ajmer
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BOARD OF SECONDARY EDUCATION RAJASTHAN AJMER
Subject-

English (Compulsory)

Subject Code-02
CLASS - X

Deleted Chapter for exam: 2021

BOOK Chapter No. Name
Text Book 2 On Violence

5 A Hero
Golden Rays 7 The Lady or the Tiger

11 The Betrayal of Faith

Poem no 4 An Elegy On the Death of a Mad Dog.
Text Book 3 Growing up Pains
luti 5 The Purple Jar

Resolution 7 The Man Who Knew too much

10 High Maharajah
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Revised syllabus for Exam-2021

CLASS-10th
SUBJECT-SCIENCE

SUB.CODE) -07

The examination scheme for the subject is as follows-

PAPER TIME MARKS OF THE PAPER | SESSIONAL TOTAL
MARKS
ONE 3:15 80 20 100

‘Unit-1 Human body and activies

Chapter-1 Food and human health

1.1 Balanced and unbalanced food

1.2 Human health

1.3 Toxic substance

1.4 Adulteration in food product
Chapter-2 Human system

2.1 Digestive system

2.2 Respiration and respiratory system

2.3 Blood and circulatory system

2.4 Excretory system

2.5 Reproductive system
Chapter-3 Genetics

3.1 Mendelism

3.2 Rediscovery of Mendelism

3.3 Genetics terminology

3.4 Mendel’s law of inheritance

3.5 Importance of Mendel’s law of inheritance and
Chapter-4 Immunity and blood groups

4.1 Antigen and antibody

4.2 Blood and blood groups

4.3 RH factor

4.4 Blood transfusion

4.5 Significance of blood group heredity

4.6 Organ donation and body donation

‘Unit-2 Substances and reactions
Chapter-5 chemistry in everyday life
5.1Acid, base and salt
5.2PH scale
5.3Importance of PH in daily life
5.4Some useful compounds in everyday life
5.5Soap and detergent

. BOARD OF SECONDARY EDUCATION,RAJASTHAN-AJMER

16
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Chapter-6 Chemical recation and catalist 7
6.1 Physical and chemical changes
6.2 Chemical Equaction
6.3 Chemical reaction
6.4 Oxidation and reduction
6.5 Neutralization
6.6 Catalyst
CHAPTER-7 DELETED
CHAPTER-8 DELETED
‘Unit-3 Physical Events 15
Chapter-9 Light 8
9.1 Reflection of light
9.2 Laws of reflection
9.3 Spherical mirror
9.4 Image formation in spherical mirror
9.5 Mirror formula
9.6 Magnification
9.7 Refraction
9.8 Refraction through spherical lens
9.9 Formation of image by lens
9.10 Power of lens
CHAPTER-10 DELETED
CHAPTER-11 Work Energy and Power 7
11.1 Work
11.11 Power
11.12 Electric power

‘Unit-4 Physical Events (Natural resoures) 12
CHAPTER-12 Main Natural resoures 6

12.1 Meaning of natural resources

12.2 Types of natural resources

12.3 Management of natural resoures
12.4 Conservation of wild life

12.5 Conservation of coal and petroleum

12.6 Participation of people in conservation of natural resources
CHAPTER-13 DELETED

CHAPTER-14 Economic importance of plants animals 6
14.1 Economic importance of plants
14.2 Economic importance of animals
Unit-5 Earth and space 12
CHAPTER-15 Structure of Earth 6
15.1 Origin and evolution of Earth
15.2 Structure of Earth

15.3 Energy system of Earth
CHAPTER-16 DELETED
CHAPTER-17 DELETED
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CHAPTER-18 Indian scientists:Biography and achievments 6
18.1 Sushrut
18.2 Charak

18.3 C.V. Raman

18.4 Homi Jehangir Bhabha

18.5 Prafulla Chandra Roy

18.6 Dr. Panchanan Maheshwari
18.7 Dr. Salim Ali

18.9 Dr. A.P.J. Abdul Kalam

‘Unit-6 Environment 8

CHAPTER-19 Biodiversity and Conservation of biodiversity

19.1 Levels of biodiversity
19.2 Global biodiversity
19.3 Biodiversity of India

19.4 Biodiversity Hotspots
19.5 Importance of biodiversity

19.6 Threats of biodiversity
1937 Conservation of biodiversity

Book: SCIENCE Board of Secondary Education, Rajasthan-Ajmer
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. BOARD OF SECONDARY EDUCATION,RAJASTHAN-AJMER
Revised syllabus for Exam-2021

CLASS-10th
SUBJECT-SCIENCE
SUB.CODE) -07
DELETED FOR EXAMINATION 2021
BOOK -SCIENCE

Unit No. and name

Chapter no. & Name

Title and subject content

UNIT-1 HUMAN

2 : Human system

2.6 Nervous and Endocrine system

BODY AND 2.6.1 Endocrine system
ACTIVITIES
UNIT-2 7 : Atomic theory, 7.1 Atomic theory of Dalton
Periodic 7.2 Atomic model of Thomson
SUBSTANCES AND P 7.3 Rutherford’s gold foil experiments
classification and . o1
REACTIONS roberties of 7.4 Hypoth_e51s ofNel_l s B(_)hr
prop 7.5 Necessity of classification
elements 7.6 Classification
7.6 Mendeleef”’s periodic table
7.7 Modern periodic table
7.8 Periodicity in properties
7.9 Valency
7.10Atomic size
7.11 Metallic and non-mettalic properties
UNIT-2 8 :Carbon and its 8.1 Characteristics of carbon atom
8.2 Hydrocarbon and its classification
SUBSTANCES AND | compounds 8.3 Nomenclature of organic compounds
8.4 Allotrops of carbon
REACTIONS 8.5 Some important organic compounds useful in daily
life
UNIT-3 PHYSICAL | 9:Light 9.11 Defects in eye vision and their corrections
EVENTS
UNIT-3 PHYSICAL |10: 10.1Electric current

EVENTS

Elctric current

10.2Unit of Electric current
10.3Potential and potential difference
10.4Elctric Prevailing symbols useful equipments in
electrical circuits

10.50hm’s law

10.6Resistance

10.7Resistance

10.8Combination of resistances
10.9Thermal effect of current
10.10magnetic effect of current
10.11 Direction of magnetic field
10.12 Magnetic field and field lines
10.13 Electro —magnetic induction
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10.14 Electri current generator

UNIT-3 PHYSICAL
EVENTS

11 :Work, Energy
and Power

11.2 Energy

11.3 Types of Energy

11.4 Mechanical Energy

11.5 Kinetic Energy

11.6 Potential Energy

11.7 Eletrical Energy

11.8 Conservation of Energy

11.9 Dissipation of energy

11.10 Reducing energy dissipation

UNIT-4 NATURAL
RESOURCES)

13:
Waste and its
management

13.1 Waste

13.2 Types of waste
13.3 Sources of waste
13.4 Loses due to waste
13.5 Waste management

UNIT-5 EARTH
AND SPACE

16: Universe and
Organic Evolution

16.1 Origin of universe

16.2 Indian cosmology

16.3 Theory

16.4 Fossils — origin and types
16.5 Organic evolution

16.6 Origin of species

16.7 Phylogeny

UNIT-5 EARTH

17 :Search of life

17.1 Position of earth in space

AND SPACE outside of Earth 17.2 Possibilities of life in space
17.3 Main space campaign
17.4 India in space
17.5 International space station
UNIT-7 ROAD 20: Road safety COMPLETE CHAPTER
SAFETY Education
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sPs—1.3fk® v (Vedic Mathematics) 5

Afee TTE B oI HhoddT— A T BT He<d, Jed HhaIl BT 3ITH T
fowr, ot Afhan, a9wa |fhar, T, a7 d |

sars—3.d g (Algebra) 13
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(@) g Jgud—TE FHSIT S & T BT BT RO ruTd, o,
30°, 45°, 60", TT 90° & PV Sruri &1 AM |

@) P gdafie] Semfidg aaafeRi & ST |

(@) S8 IR W-—I=199 T ATTHT HIUT, ST T G T ARIRI Y9 (307, 45,
60" TR 3MMERa)
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STell T & Sial 1 FAGHTS DRl 8| g &1 W Xl — g & d1ex Rerd
Bl fomg 9 ga1 W Wi 75 1 el W@ WRER GHE Bl ¢ |

(=) =g —
1. U QT GUS G AU Y urd H AT<IRD TSI |
2. g P dreR Red fomg A Rl X@r i |

sars—7.aamfa (Mensuration) 10
(31) AT JATHICRAT BT EFABA—g dI IR Td &b
(@)U &A% U ATI—cl g a1 AT el BT IO &%l Ud 3T |
SHTs—8 Hifkega! T wii¥iwar (Statistics and Probability) 10
EneRerd—srafied vd a*ffgd simel @1 Ara qor Araw
(@)ITRIBTT—ATgTSAT YA UG ! "G, UAdhdl @l IO GRS, Tdh
AT IR ARG HEROT 93
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... Board of Secondary Education, Rajasthan, Ajmer

DELETED PORTION FOR EXAM 2021
Subject: Mathematics
Subject Code: 09
Class. 10" (2020-21)

Unit | Name of Unit Name of Chapter Topics Removed
No.
1 Vedic Vedic mathematics Solution of Simple equations using Vedic Mathematics
mathematics
2 | Number Real Numbers Completely deleted
Systems
3 | Algebra Polynomials Statement and simple problems on division algorithm for
polynomials with real coefficients
Pair of Linear Equations in Cross multiplication method
Two Variables
Quadratic Equations Situational problems based on equation reducible to
quadratic equations
Arithmetic Progressions Application in solving daily life problems based on sum to
n terms
4 | Coordinate Coordinate Geometry Area of a triangle
Geometry
5 | Geometry Triangles Proof the following theorems are deleted
The ratio of the areas of two cimilar triangles is equal to
the ratio of the squares of their corresponding sides
In a triangle, if the square on one side is equal to sum of
the square on the other two sides, the angle opposite to
the first side is a right angle
Circles No deletion
Constructions Construction of a triangle similar to a given triangle
6 | Trigonometry | Introduction to Trigonometry | Motivate the ratios whichever are defined at 0° and 90°
Trigonometric Identities Trigonometric ratios of complementary angles
Heights and Distances No deletion
7 Mensuration | Areas Related to Circles Problems on central angle of 120°
Surface Areas and Volumes | Frustum of a cone
8 | Statistics & Statistics Step deviation method for finding the mean
Probability

Cumulative frequency graph

Probability

No deletion
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Subject: Mathematics
Subject Code: 09
Class: 18 (2020-21)

Plane of Examination of this subjecs follows :-

Board of Secondary Education, Rajasthan, Ajmer

Question Paper Time (Hours) Marks for the Paper egss®mient Marks

100

One-Paper 3.15 80 20
COURSE FOR EXAM 2021

Unit Name of Unit Marks

1 Vedic Mathematics 05

3 Algebra 13

4 Trigonometry 12

5 Coordinate Geometry 06

6 Geometry 20

7 Mensuration 10

8 Statistics and Probability 10

9 Road Safety Education 4
Total 80

UNIT 1: VEDIC MATHEMATICS

5

Basic concepts of vedic mathematics — Importanceedic mathematics,

Exercise and expansion of basic operation, Squageaton, Cube
operation, Square roots and Cube roots.

UNIT 3: ALGEBRA
(& Polynomials

13

Zeros of a polynomial. Relationship between zerad aoefficients
of quadratic polynomials, Standard form of quadratjuation and its

solution, Discriminant and nature of roots.
(b) Linear Equationsin Two Variables

Pair of linear equations in two variables and irsistency,
Graphical solution of pair of linear equations aisdvarious possibilities.

(c)  Arithmetic Progressions

Motivation for studying Arithmetic Progressiorterm of an arithmetic

progression.
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UNIT 4: TRIGONOMETRY 12
(&) Trigonometric Ratios
Trigonometric ratios of an acute angle of a righ¢dad triangle,
Values of the trigonometric ratios of @C°, 45, 60 and 96 .
(b) Trigonometric Identities
Applications of trigonometric identities.
(c) Heightsand Distances
Angles of elevation and depression, Simple problembeight and distance
( based on 30°, 45°, 60°).

UNIT 5: COORDINATE GEOMETRY 6
1 Coordinate Geometry
Cartesian coordinates in a plane, Distdrate/een two points.
UNIT 6: GEOMETRY 20
(a) Point and Concurrent Lines
Locus , Locus of points equidistance from two gipemts.

(b) Similar Triangles-Similarity, Similar triangles and the following
theorems relating to them-

() The two triangles are equiangular, then the triasgare
similar( AAA similarity ).

(i)  If the corresponding sides of two triangles arepprtional,
then they are similar ( SSS similarity ).

(i) If in two triangles, one pair of corresponding sdare
proportional and the included angles are equah the two triangles
are similar ( SAS similarity).

(¢ Circle

Circle, Chord of a circle, Perpendicular from centea chord -

the perpendicular from the Centre of a circle thard bisect the
chord. Tangent to the circle — the lengths of tarmgents drawn
from an external point to a circle are equal.

(d)  Constructions
1. Division of a line segment in a given ratio émtally).
2. Tangents to a circle from a point outside it.

UNIT 7: MENSURATION 10
(a) AreasRelated to Circle-Perimeter and area of a circle.
(b) Surface Areasand Volumes- Surface area and volume of a
right circular cylinder and a sphere.
UNIT 8: STATISTICS AND PROBABILITY 10
(@ StatisticssMean and median of ungrouped and grouped data.
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(b) Probability-Random experiments and its events, Mathematical
definition of probability, Simple problems on fimdy the
probability of an event.

UNIT 9: ROAD SAFETY EDUCATION 4

Arithmetic series, Aim, Objective, Exercise, Comafitbn of data,
Applications of trigonometry ( aim, objective , ezise ), Problems
based on two variables (aim).

Prescribed Book :
Mathematics ( Class 10 ) Board of Secondary Edocd®iajasthan, Ajmer
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1. gfSaradrey 27
2, SEISSICCICEL| 10
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B 80
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SHIE A= ESERSICIEC FPAR
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age? To— e Rig] T o
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TIME: YIo— GUTYa—T
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FAIGI: UI:— HERTG YRoifedt: (Ao
SRl UTe— SardiuQsr
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(il) F¥pa—AregHT YRR 05
(iii) aﬂ%@fwﬁa RIIREERE 04
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3. TPV 25
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(@) afgar — Aq9 ¥, 5®
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R, %:Fﬂ e
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(vi) area uRad=m | @i PR 03
(vii) TFrerg=H (Efch—orm ARRRAN DT R 7)) 02
(viii) srefeieiey | ARy fT—faufad—aa—ges— TnRIETRGH Fgfawdane | 03
4. TATHS BT 18
(i) oA v Wed UrRFENS/ TeReHN Ufd JFbeRe | 06
93H
(i) HebaraTRa HAdreerg—TH 06
(i) SrgaTaerdT—fedmeT: TRy 06

TS ATl AP THTYAT: 31ATS:
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Book Name:

Revised Syllabus for Examination-2021

Theory Paper

Subject Concept of Information Technology-Ii
Subject Code 80
Class X
Examination | Time (Hours) | Marks Total Marks
The0|fy 3515 70 100
Practical 2:00 30

Concept of Information Technology-Il (Class-X)

Unit Chapter No. and

No. and b ' Title and Subject Matter Marks
Name

Name
I- 1- Introduction to Introduction to MS-Excel, Comparison between MS-Word and MS- | 40
AdvaanE MS-Excel Excel, worksheets and workbooks: creating a workbook, opening,
Processin | 2- Formatting of labelling, format workbook tabs, reposition sheets, naming, adding,
g Tools worksheet deleting, hiding, un-hiding, saving workbooks and worksheets.

3- Adding elements
to worksheet
4- MS Power Point

Navigating, MS excel, insert cells, rows and columns, delete cells, row
or columns, merge, splitting, hiding columns and rows, un-hiding
column and rows, format, filter and sort of cells, headers and footers,
set margins for headers and footers, information about printing:
select print area, print a range of pages, about entering information
into excel: entering data, entering labels, entering values, multiple
entries, copying and pasting of cells, rows and columns. Filling cells
with a series of data, editing cell data, find replace, go to cell data,
locking rows and columns by splitting panes and freezing panes, spell
check, autocorrect, track changes, accept and reject changes,
comments. Formatting a worksheet: Format painter, font style, font
size, adding border and colours to cell, changing rows and column
width, changing rows and column width using the mouse, applying
number formats, creating custom number formats, align cell
contents, cell styles, creating your own cell styles, conditional
formatting. Adding elements to a workbook: Adding Images,
modifying image, charts: types of charts, chart tools, creating charts,
modifying charts, moving charts, organizational charts, spark line,
formulas and calculations: definition and explanation of formulas and
calculations, mathematical operators, creating a formulas, creating
functions. References, excel forms, tables, creating a table, inserting
rows and columns into a table, data validation, finding invalid entries
and auditing, page margins, page orientation, page breaks, sharing
worksheets and workbooks, importing and exporting data.
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Unit Chapter No. and
No. and b ' Title and Subject Matter Marks
Name
Name
MS Power point: Opening, opening an presentation, saving and
closing a presentation, changing views, creating a new presentation,
adding a slide, changing a slide, layout, entering text on a slide,
changing text formats, using the format painter, bullets, alignments
text, using templates, adding a picture, using the slide master, adding
headers, footers and speaker notes, arranging slides, introduction to
drawing tools, inserting and formatting picture files, insert a table,
chart, smart Art, Hyperlink, Transition effects, animation effects,
sound clip, running a slide show, creating a custom show.
I- 6- Introduction to Cyber law, technical aspects of cybercrime, computer viruses, social | 10
CYBER | cybercrime and engineering, phishing, software piracy, intellectual property, mail
CRIME cyber law bombs.
AND E- 7- E- Commerce/ E- | E-Commerce: features, advantages to organizations, advantages to
COMME | gysiness customers, advantages to society, technical disadvantages, not-
RCE 8- E-Business technical disadvantages, e-commerce business. Business philosophy
security, privacy and vision, e-business security, security, types of security risks
and legal encountered on an intranet and extranet, firewalls and their
requirements evolution. Cryptography, digital signature, virtual private network
9- E-Commerce (VPN), types of VPN, Measures to ensure security, modes of
payment system electronic payments, Third party payment processor, payment
gateway, traditional marketing, examples of traditional advertising,
internet marketing, protection of privacy and intellectual property.
I1- 10- application and | Definition of computer data, information, computer instruction, | 10
applicati | system software computer program, software: Application and System software, uses
onand and examples of application software and system software,
system proprietary software and open source software (0SS), foundation of
software the Open source software, comparison between 0SS and Proprietary
software, reasons for adoption of open source software, advantages
and disadvantages of OSS, Operating System: Microsoft Window,
Linux, Open office.
V- 12- web and internet, future of the internet, application of internet, different ways | 10
Internet electronics mail of access the internet, services on internet, communication on
and !tS | 13-virus and internet, internet protocol, HTTP< FTP, SMTP, Telnet, intranet,
applicati | antivirus WWW (World Wide Web), websites, web browsers, internet explorer,
ons 14- internet the URL address, surfing the internet, chatting on Internet,
conferencing on internet, e-mail, virus, Electronic Mail, Types of e-
mail services, uses of mail services, basic issues of email, virus, anti=-
virus, virus protection software, protection of the computer from
virus, updating the software, type of internet access, online services,
internet services provider, hypertext and hyperlinks, favourites or
bookmarks, cookies, Bluetooth, Wi-Fi DHCP, Proxy setting, IP address,
subnet Mask, Gateways, DNS
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Concept of Information Technology-11 (Practical) (Class-X)
Syllabus for Examination-2020-21

Instruction for Examiner:

For practical examination question paper will be not be provided by the B.S.E.R,
Ajmer. Practical examination will be conducted by the examiner based on the facility of
computer lab available in the school as per the following mark-wise scheme and prescribed
syllabus.

S. No. | Subject Marks
1. Data Processing using Tools 12
2. e-Transaction Execution 3
3. Use of Internet 5
4, Practical Record 5
5. Viva-Voce 5

Detailed Description: -

1- e-Transaction Execution:- Processing using following processing tools their basic- (a)
M.S. Excel (b) Worksheet (c) M.S. Power Point

2- e-Transaction:- creating awareness for - e-Payment, Filling Online Form, Net Banking,
Online Shopping, Online return filing etc. practical application.

3- Use of Internet:- Trying the following experiment on the Internet
(@) Creating e-mail ID (b) sending and receiving mail (c) search on internet

Note:- The marks weightage scheme for the practical examination will be as follows —

1. |In the final practical examination, every student will be given two | (20 Marks)
programs of 10 marks each to perform on the computer (10+10=20
Marks )
2. 5232 student will prepare a Record file of programs related to all the (5 Marks)
3. | An oral examination of each student will be taken by the examiner (5 Marks)
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Subject : Concept of Information Technology- Il
Subject Code : 80
Class : X

Deleted Portion for Examination 2021
Theory Paper

Book Name — Concept of Information Technology- 1

Llilrgt ChNag.ter Title Explanation
I 5 MS Picture Manage Complete
] 7.8 The Six component of marketing plan for small business, | Complete
] 8.5 Firewall and their evolution Complete
I 8.6 Type of Firewall Complete
I 8.7 Common firewall filtering techniques Complete
v 11 Computer Network Complete
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I- Advance 1- Introduction | Introduction to MS-Excel, Comparison between MS-Word and MS- | 40
Processing to MS-Excel Excel, worksheets and workbooks: creating a workbook, opening,
Tools 2- Formatting labelling, format workbook tabs, reposition sheets, naming, adding,
of worksheet deleting, hiding, un-hiding, saving workbooks and worksheets.
3- Adding Navigating, MS excel, insert cells, rows and columns, delete cells, row
elements to or columns, merge, splitting, hiding columns and rows, un-hiding
worksheet column and rows, format, filter and sort of cells, headers and footers,
4- MS Power set margins for headers and footers, information about printing: select
Point print area, print a range of pages, about entering information into

excel: entering data, entering labels, entering values, multiple entries,
copying and pasting of cells, rows and columns. Filling cells with a
series of data, editing cell data, find replace, go to cell data, locking
rows and columns by splitting panes and freezing panes, spell check,
autocorrect, track changes, accept and reject changes, comments.
Formatting a worksheet: Format painter, font style, font size, adding
border and colours to cell, changing rows and column width, changing
rows and column width using the mouse, applying number formats,
creating custom number formats, align cell contents, cell styles,
creating your own cell styles, conditional formatting. Adding elements
to a workbook: Adding Images, modifying image, charts: types of
charts, chart tools, creating charts, modifying charts, moving charts,
organizational charts, spark line, formulas and calculations: definition
and explanation of formulas and calculations, mathematical operators,
creating a formulas, creating functions. References, excel forms,
tables, creating a table, inserting rows and columns into a table, data
validation, finding invalid entries and auditing, page margins, page
orientation, page breaks, sharing worksheets and workbooks,
importing and exporting data.

MS Power point: Opening, opening an presentation, saving and closing
a presentation, changing views, creating a new presentation, adding a
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slide, changing a slide, layout, entering text on a slide, changing text
formats, using the format painter, bullets, alignments text, using
templates, adding a picture, using the slide master, adding headers,
footers and speaker notes, arranging slides, introduction to drawing
tools, inserting and formatting picture files, insert a table, chart, smart
Art, Hyperlink, Transition effects, animation effects, sound clip,
running a slide show, creating a custom show.

II- CYBER 6- Introduction | Cyber law, technical aspects of cybercrime, computer viruses, social | 10
CRIME AND | to cybercrime | engineering, phishing, software piracy, intellectual property, mail
E- and cyber law | bombs.
COMMERCE | 7. - E-Commerce: features, advantages to organizations, advantages to
Commerce/ E- | customers, advantages to society, technical disadvantages, not-
Business technical disadvantages, e-commerce business. Business philosophy
8- E-Business and vision, e-business security, security, types of security risks
security, encountered on an intranet and extranet, firewalls and their evolution.
privacy and Cryptography, digital signature, virtual private network (VPN), types of
legal VPN, Measures to ensure security, modes of electronic payments,
requirements | Third party payment processor, payment gateway, traditional
9- E- marketing, examples of traditional advertising, internet marketing,
Commerce protection of privacy and intellectual property.
payment
system
Il- 10- application | Definition of computer data, information, computer instruction, | 10
application and system computer program, software: Application and System software, uses
and system software and examples of application software and system software,
software proprietary software and open source software (0SS), foundation of
the Open source software, comparison between 0SS and Proprietary
software, reasons for adoption of open source software, advantages
and disadvantages of 0SS, Operating System: Microsoft Window,
Linux, Open office.
IV- Internet 12- web and internet, future of the internet, application of internet, different ways | 10
and its electronics of access the internet, services on internet, communication on
applications mail internet, internet protocol, HTTP< FTP, SMTP, Telnet, intranet,
13- virus and WWW (World Wide Web), websites, web browsers, internet explorer,
antivirus the URL address, surfing the internet, chatting on Internet,
14- internet conferencing on internet, e-mail, virus, Electronic Mail, Types of e-mail

services, uses of mail services, basic issues of email, virus, anti=-virus,
virus protection software, protection of the computer from virus,
updating the software, type of internet access, online services,
internet services provider, hypertext and hyperlinks, favourites or
bookmarks, cookies, Bluetooth, Wi-Fi DHCP, Proxy setting, IP address,
subnet Mask, Gateways, DNS
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I 5 MS Picture Manage Complete
I 7.8 The Six component of marketing plan for small business, | Complete
] 8.5 Firewall and their evolution Complete
I 8.6 Type of Firewall Complete
] 8.7 Common firewall filtering techniques Complete
v 11 Computer Network Complete
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