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Certified Computer FundamentalsCertified Computer FundamentalsCertified Computer FundamentalsCertified Computer Fundamentals    

(MS Office) Professional(MS Office) Professional(MS Office) Professional(MS Office) Professional    
    

Microsoft’s MSMicrosoft’s MSMicrosoft’s MSMicrosoft’s MS----OfficeOfficeOfficeOffice suite of office application software allows organizations to efficiently 

and effectively undertake daily office operations to support and connect disparate business 

systems.  It is an essential course for beginners, novices and professionals to portray their 

skill competence in using MS-Office software for day to day office work. There is a huge 

demand for MS-Office professionals. This certification will concentrate on Computer 

Basics, MS-DOS, MS-Windows and MS-Office which are used extensively in offices. A 

Vskills Certified Computer Fundamentals (MS Office) Professional will have employment 

opportunities in all offices using MS Office for their day to day work. 

Why should one take this certification?Why should one take this certification?Why should one take this certification?Why should one take this certification?    

This Course is intended for professionals and technical novices seeking career in 

corporates and wanting to excel in chosen areas. It is also well suited for those who are 

already working and would like to take certification for further career progression. Indian 

companies are moving up the value curve, and today’s scenario demands more 

specialization and that is where a certification of this type will add value. 

Who will benefit from taking this certificaWho will benefit from taking this certificaWho will benefit from taking this certificaWho will benefit from taking this certification?tion?tion?tion?    

This course benefits students who wish to make a career in office administration, facility 

management and front office management. This course is also beneficial for professionals 

who are already working and want to acquire knowledge in this segment of industry. 

Students will be ready for jobs from day 1 since this is a high demand skill in companies. 

Professionals already employed and looking for job switch will also benefit from the 

certification. 

 

Test Details:Test Details:Test Details:Test Details:    

• Duration:Duration:Duration:Duration: 60 minutes 

• No. of questionsNo. of questionsNo. of questionsNo. of questions:::: 50 

• Maximum marks:Maximum marks:Maximum marks:Maximum marks: 50, Passing marks: 25 (50%); There is no negative marking in 

this module. 

Fee Structure:Fee Structure:Fee Structure:Fee Structure:    

Rs. 3,499/- (Excludes taxes)* 

*Fees may change without prior notice, please refer http://www.vskills.in for updated fees 
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Companies that hire Vskills Certified Computer Companies that hire Vskills Certified Computer Companies that hire Vskills Certified Computer Companies that hire Vskills Certified Computer FFFFundamentals undamentals undamentals undamentals ProfessionalProfessionalProfessionalProfessionalssss    
MS Office is used across companies big or small therefore it is in great demand. Major 

companies in India hire MS-Office professionals. The skill is also in great demand in 

government projects on contract basis. 
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Sample QuestionsSample QuestionsSample QuestionsSample Questions    
    

1. What is BIT?1. What is BIT?1. What is BIT?1. What is BIT?    

A.  Bachelor in IT 

B.  Binary Digit 

C.  Bangalore IT park 

D.  Another name for piece 

2. DIR COMMAND OF MS2. DIR COMMAND OF MS2. DIR COMMAND OF MS2. DIR COMMAND OF MS----DOS IS AN?DOS IS AN?DOS IS AN?DOS IS AN?    

A.  External command 

B.  Internal command 

C.  Both of above 

D.  None 

3. 1 MB EQUALS3. 1 MB EQUALS3. 1 MB EQUALS3. 1 MB EQUALS    

A. 1000 KB 

B. 1024 GB 

C. 1024 bytes 

D. 1024 KB 

4. WHAT IS FAT ?4. WHAT IS FAT ?4. WHAT IS FAT ?4. WHAT IS FAT ?    

A. Obese 

B. Falcon Technique 

C. File Allocation Technique 

D. File Allocation Table 

5. ALT+ F4 IS AN SHORTCUT TO5. ALT+ F4 IS AN SHORTCUT TO5. ALT+ F4 IS AN SHORTCUT TO5. ALT+ F4 IS AN SHORTCUT TO    

A. Open MS-Word 

B. Copy 

C. Close windows 

D. Paste 

Answers: 1 (B), 2 (B), 3 (D), 4 (D), 5 (C) 

 
 
 
 
 
 
 
 
 
 
 



 

 

 


