Tamil Nadu Public Service Commission
Syllabus
Trade - Desktop Publishing Operator
(ITI Standard)
Code: 612

Unit I: Fundamentals of Computers, Safety Rules, Fire Extinguishers (10 Questions)

Fundamentals of computer, Safety working practice, rules and signs, Types of working of Fire
extinguishers, computer Components, Concept of Hardware and Software, Functions of the
Motherboard components and various processors, Various Input/Output devices in use and their
features.

Unit Il: Basics of MS-Windows, Applications, Document Features, and File Types (Text and
Image Formats) (10 Questions)

Basics of MS-Windows, Accessories and Applications, Features of Document File, Difference between
document and text files, Image files including BMP and other formats, Shortcut Commands.

Unit Ill: Introduction to MS-Office and Its Applications (Word, Excel, PowerPoint) with Typing
Tutor (25 Questions)

MS-Word : Introduction of Typing Tutor, Introduction to MS-Office, Word Processing and Formatting,
Creating and formatting tables, page layout, columns and page formatting, Shortcut Commands,
Features of MS-Word.

MS-Excel: Sorting, Formatting, Data Files, Cell Locking & Dropdowns in Spreadsheets, Formula and
Function in MS-Excel, Features of MS-Excel, Shortcut Commands.

MS-Power Point: Text formatting, inserting objects, creating/editing tables, Slide animations,
transitions, action buttons, rehearse timings, Shortcut Commands, Features of MS-Power Point.

Unit IV: Networking Basics, Internet Tools, and Printer—Scanner Setup (15 Questions)

Network: Necessity and advantages of networking, Network topologies, LAN, MAN, and WAN,
Network Components (Network Interface Card (NIC), Hub, Switch, Router, Modem, Repeater, Bridge,
Gateway, Access Point) Firewall,

Internet: Web browser, Search Engines, Domain Name System, Email communication, Video Chatting,
Social Networking Concepts, Concepts of Various Network Security Protocols,

Printer and Scanner: Preparing to scan, Setting of the Scanner, Setting up the printer with USB or
wireless, Fax, Multi Function Printer, Types of Printer.

Unit V: Features and Benefits of Adobe InDesign and PageMaker (25 Questions)

Benefits of Adobe Indesign, Features of Adobe PageMaker, Adobe Indesign Tools and Pannels and
their uses, Concepts of font style and color schemes, Compare Adobe InDesign and Adobe PageMaker,
Features of Adobe InDesign Version, Shortcut Commands for Adobe Indesign.

Unit VI: Adobe lllustrator: Features, Benefits and working with Bitmap & vector Graphics
(25 Questions)

Working with formatting Bitmap & Vector graphics, Adobe lllustrator Tools and Pannels and their uses,
Features and Benefits of using Adobe lllustrator, Compare the features of different versions of Adobe
lllustrator., Character design and User experience, Shortcut Commands.



Unit VII: Adobe Photoshop: Features, Versions, Tools, Panels and Image Creation Techniques
(25 Questions)

Benefits of Adobe Photoshop, Features of Adobe Photoshop., Compare the various versions of Adobe
Photoshop., Concept of font style, Color scheme, Tools and Panels, Menu bar, Arrange, Layout, Effects,
Bitmap, etc., Create and format images using Adobe Photoshop, Shortcut Commands.

Unit VIII: CoreIDRAW: Workspace overview, Tool Box, Docker, Versions, and Graphic Design
Concepts (25 Questions)

Formatting and Design operations, Benefits and Various Versions of CorelDraw, Tool Box and Docker,
Advanced tools in the latest versions, Difference between Vector and Bitmap images. Color Palettes -
CMYK, RGB and Pantone Colors. Toolbars - Property bar, Status bar, Standard bar etc, Shortcut
Commands.

Unit IX: Cloud Computing, Web Servers, Web Hosting, and Online Tools (15 Questions)

Cloud servers and their types, Cloud storage and its types (Amazon, Google Drive, and Microsoft Azure
Storage/OneDrive), Web servers and types of web servers, Web Hosting and Procedures, Online Tools
(google forms, google sheets, google drive Google class room, Moodle, Chamilo, Open edX, Totara
Learn, Canvas).

Unit X: Publishing Processes, Printing Technologies, and Binding (25 Questions)

Publishing Processes: Requirements for publishing content, Categories of content that require
publishing, Classification of publication requirements, Types of publishing content.

Printing technologies: Letterpress, Offset Lithography, Screen Printing, Gravure Printing, Flexography,
and Digital Printing. Issues related to publishing requirements, Consequences of publishing incorrect
versions of content, Publishing content using bilingual software, Need and importance of publishing
content, Recommended media for publishing content, Comparison of different publishing methods,
Preparing a list of publishing requirements from the requester, Tools for creating and managing
multilingual content: email, FTP, Notepad, Unicode fonts, MS Office, PDF reader/creator, Adobe
Creative Cloud, translation memory tools, WordPress, and social media.

Binding: meaning, types, and processes, (Sewn binding, Perfect/PUR binding, Lay-flat binding, Spiral
binding, Wire-O binding, Saddle-stitched binding).
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90 L sanfleflsefier g tiuemLseir, urgisniy siSlesedr, Sweneoriyd &qpailser (10 eflcornd&air)

saofleoflulledr SiqliuemL seir, ungismiy Geemeo HeoL (Weom, elllsdr whmib urgIsTiy GOWEH SHesreorbiser,
Swevemriyd smeNseflesr @FweUT(H WHDMID DGET uevES6T, Haflel unshiser, eusir@urper (Hardware)
whHoIb @wer@ur(peflesr (software) &@pdH& (concept), wHIGUNigsT G&wWLT(HGET WHIMID UeOGeum)
@sweSlseflesr (processor) @&wedun (Haair, LwedTum” 1q.60 2_eter ueo@eumy 2 eiei () (input) ; @euefluf™ () (output)

FNGOOTTHISET LOHMID 16D MICT SHUDEFHIGEH.

3@ 1I: MS-Windows, uwesrun(hser, Qpauesr Sibarmiser whpib Gamiy cucnssaeflesr uqlueoL s6r (2_cor

whHHIb UL @G QIBISET) (10 6fleord&eir)

MS-Windows &ebr SiuqluemLser, Sissafleiv (Accessories) whmib vwedtun(heer (Applications), <eueoord
Banullesr (Document file) Subamiser, ewewrd wHMID 2 cor CamiysehsE (Text file) SovLulleoneor

Baumun(Haeir, BMP wbhmub O uL_& Gamtiyserr (image file format), egm’_s1" swresn”_ev (Shortcut Commands).

oo 111: s 1L_da (co0Gihy) uihA QewedyL_esr MS-Office (Word, Excel, PowerPoint) @igha&nesr Siflpsid
Wb PIb i 6T LWESTUT[HIBET (25 cileoTTd&HaiT)

MS-Word: 51 L_&a& uufbhSullesr @ildlapaid (Introduction of Typing Tutor), MS-Office @idapsid (Introduction
to MS.Office), euniigons @aweondab wibmib ~umiwl_qh (Word Processing and Formatting), i’ L_eueoesoraeir
2 _(Hours@ oo whHmib sumiwl_ g (Creating and formatting tables), uss Sieowiy, GOBHEGG&TGVGET WHMID
udas ~uTfbL_Lg i (page layout, columns and page formatting), esm’_&1" swnesr”_sio (Shortcut Commands), MS.

Word &eit @b aiiser (Features of MS-Word).

MSExcel: @i Lnm @uisemwiy (Sorting), ~umiwiiqis (Formatting), @Liin @smiyser (Data Files),
6oUEI"_a%L 19.60 G&6d L1 (His6 & igrmi_eyeraser (Cell Locking & Dropdowns in Spreadsheets), MS-Excel &eb
&5 Slmhiser b b @&weour (et (Formula and Function in MS-Excel), MS.Excel &6t Subamsar (Features of

MS.Excel), agm_s1"_ swresr_ev (Shortcut Commands).

MS-PowerPoint: @ &etor” sumioi_iq (Text formatting), Qur@pl_ser QFm@Geo (inserting objects),
O 6uemesor&6lT 2_(Heudh@&60/5(hHgis6o (creating/editing tables), svemeo() eciBweageirser, M HMbISET,
@&web uL_L_sitaer, flamiiein Gmomiser (Slide animations, transitions, action buttons, rehearse timings), aqm’ a1

swredr o (Shortcut Commands), MS-PowerPoint &6t Sibsmiser (Features of MS.PowerPoint).

0@ 1IV: OplOams Sgiueosdr, Sari@br s@mellsdr, wihHmib Nflebriico@aseri Sl
(15 efleorm & &6iT)

op_amtd (Network): OpbL_GeumiéSHlesr @somey whHmib medremwaer (Necessity and advantages of networking),
Network topologies, LAN, MAN, whmib WAN, @b G@enis samser (Network Components) (Network
Interface Card (NIC), Hub, Switch, Router, Modem, Repeater, Bridge, Gateway, Access Point), Firewall.



8o fom (Internety Web browser, & ereorsBesr (Search Engines), Domain Name System, ibleéreorpaeo
@snLiiy (Email communication), effiq G &m’_ (Video Chatting), &eyps euesmeotifissreoreo Gasmi_un(piserr (Social
Networking Concepts), usob@eum) QBL_Geumis uTgisTUY QBMI(Wemmaeflesr Bam_urhaer (Concepts of Various

Network Security Protocols).

Sifledor i} b mib sho@scont (Printer and Scanner): sio@aseir @& Hwriuhldgseo (Preparing to scan), sro@secori
Sieowiiy (Setting of the Scanner), USB <isbe0g auwi@evsiv eyeoid GifletorLii iemwotiy (Setting up the printer with

USB or wireless), Fax, Multi Function Printer, 9iflesorL_ii&eflesr auemasar (Types of Printer).

o@ V: BBLM Sedr 1gomecdt (Adobe Indesign) whmudb By Bugy Gwéasi-osr (Adobe Pagemaker)
Sib&hisr b mib [H6bTem&er (25 afilcormdeseir)

SIBLIY S 61 19 cm&Feiiih HedTemwaser, SBLTY Guel Bwssaifler Sib&miser, B S6dr 19.cmaeiliny &peNlser
whHob Buesteosefledr LWesTUT(HIGET, ~unedr evemLco (Font Style) whmib seoii ev&ibeiv (Color Schemes)
H([HS5HIH&6T (concepts), ABLMU &6driq em&esT hHMmIb SIGLIU CGugk G s - @Ulﬁ]@as, BT S60T 19 658 60T

uSIIGl6oT Dib&FRIGET, AgM_&1"_ &redr_ev (Shortcut Commands).

9o@ VI DBLml Seoeociol B Lii: Jigesr Dibsrhisdr, Heiremwaser whpib QeudLmi Smibeo (Vector
Graphics) 68t uasfifls6o. (25 eflermdaselr)

G”_Gws wHmb @eudbLi Hrmlldev 2 1 edr uniGuwi g, Adobe Illustrator sgpeSleer (Tools) wmHmib
Buesreoseflesr (Panels) uwesrunaer, Adobe Illustrator &ebr be&mimar wHmIb vwesrser, Adobe Illustrator
Seir GeuciBoumy uSlysefledT Sibahisemer RUNIHIG0, BarsLi augeuemwiy (Character Design) wbHmub uweori

siegyueud (User Experience), egm’_s1” swresr_siv (Shortcut Commands).

2100@ VIL @G +Gui’_ @GLagm’: Siub&rmhiser, uSliyser, sellscr, BuetTéosar WiHmb UL §eng 2 (HoundEib

HIL_UhisaT (25 efleorméesar)

SIBLm SBum’_BLreagmiifledr  medTembseT, B ~@ur’_GLrexgmnSlesr DibFHIG6T,  HELM
~Bur_BLregmillesr usbBeumy uStyssmer RUBIHIGD, ~UTSTL svemL6d (font style) &S &), sooii eo&ibeiv (color
scheme), s@peflaer whHmd Guerevamer (Tools and Panels) Gwgsy umi (Menu Bar), @phisILSS560
(Arrangement), Geoie (Layout) er@uéi_ev (Effects) @G @wo (Bitmap) Gunssrmemey, Gt
+~@um’_GLregmicout LweTUHSHS ULRGemeT 2 (Hhaundbsl 6l eSS, agn &l swrerl_sv (Shortcut

Commands).

0@ VIIL @snpcoiqmm: @eumids sro@ueiv (Work Space) asctor@eoorm_Lib, ss@pefilaser whmib Lds&il, uSloyser

whH mib S9N eIq QIEHIDUIL H(HSGIH6T (25 afilcorTdH6iT)

umiGoL @&weoum(hser., Gamred I rmefledr HedTemwasT WhHmiIb ucd@aum uliyser, §coundeiv (Toolbox) wibmib
Laai (Docker), #BusSw uSiysefico Gubul L s@heflser, GeudsLi whmid G Gwl SGwR&EHdb®E)
SeoLufleoneor Geumun(p). seoii Bueo” (hser (color Palettes) - CMYK, RGB wihmuib unesr@Lmeér (Pantone) seoiiseir.
B oo umiser (Tool Bars) - tnmuiiig umi (Property Bar), shoLmegoriii” umi (Standard Bar), sho@L1"_Leto umi (Status

Bar) Gunesrmemea, exgmi_si_ swresri_eio (Shortcut Commands).



2i00@ IX: Horoy snboy L 19 (Cloud Computing), Qe Fteutsar (Web Servers), aiemeo Gamneiviqin (Web
Hosting) wibmib < 6remevest &maflsar (Online Tools) (15 eflermdsaeir)

Sleroy_ Fieuiser wHMID Seubhmlssr eusmsaar (Cloud servers and their types), Slorey’ GaduY wHmID 1g6dT
euemss6r (Amazon, Google Drive, whmib Microsoft Azure Storage/OneDrive), Qeuts sieuiser whmib Geuls
sieuisefleor eusmaser (Web servers and types of web servers), @euts Gammeioig i b mib @Fweopsmmaer (Web
Hosting and Procedures), <, céremevstt sapeflaseir (google forms, google sheets, google drive, Google Classroom,

Moodle, Chamilo, Open edX, Totara Learn, Canvas).

g X: Gaeii’ [ Qswdwmpsdr, dids Qambleop ukisdr, wHoib emusingd (Publishing Processes,
Printing Technologies, and Binding) (25 efilcorméseir)

Qouefuii”_() @swdoedpser: uliefleity st 61 BHomeuser (Requirements for publishing content),
ubeflerSity HeSTL 6oTIq HE& BHemautiulpid Gifleyseir (Categories of content that require publishing), utefleo
STLOTL BHemeusemen eusmaliulpbseo (Classification of publication requirements), utiefleio &6brLcdrLq 66T

e a6 (Types of publishing content).

DEfHsco OQzmbleomp ukisar: Letterpress, Offset Lithography, Screen Printing, Gravure Printing,
Flexography, whmib Digital Printing. utefleSihi-Ler @QamLiysoLw Hescoser (Issues related to publishing
requirements), semieor 2_eenL&& uSHiysemer GeafluliHeuscsr eSlemereayser (Consequences of publishing
incorrect versions of content), uief&kI-&@ LWESTURHID soUSIEIG e GesT@uT(Ber (Publishing content using
bilingual software), utief&it &edrL6bT1Iq 651 BHomey WHmID (PoHHwsgeud (Need and importance of publishing
content), ulef&b &6TL 6T -&@ uflibgicoTdslulib Bigwréser (Recommended media for publishing content),
QoueiBoumy  uieflflt  (oomaseflr  @USH  (Comparison of different publishing methods),
efegorsoorNtueuflL WBl(mibg LieNAR Bgomeusafledr UL Iqwemeo Gwii G&wseo (Preparing a list of publishing
requirements from the requester), weolqeSRiEEUGD HHTLGTEOL 2 (HhaUTEGSHE WLHOID @FleuGHETET
smefser: email, FTP, Notepad, Unicode fonts, MS Office, PDF reader/creator, Adobe Creative Cloud,

translation memory tools, WordPress, o muib social media.

eouaiTIq ki GIUT(HET, euemasET, HMIb GFwewemmsaar (Binding: meaning, types, and processes), (Sewn binding,

Perfect/PUR binding, Lay-flat binding, Spiral binding, Wire-O binding, Saddlestitched binding).
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