STANDING ORDER NO. HRD/52/2024

COMPUTER TRAINING FOR MINISTERIAL CADRE
(HC/ASI/SI/INSPR)

1. INTRODUCTION

This Standing order lays down guidelines for imparting In-Service
& Refresher Computer training to the staff of Ministerial Cadre of Delhi
Police. Once paperless office is achieved, they will be required to
maintain records on Computers and therefore knowledge of handling
Computer is a must. The training programme is therefore structured to
train Ministerial Cadre to work on computers efficiently for typing work,
data-entry, query and retrieval in the form of reports from various
software /applications being used in Delhi Police.

2. OBJECTIVES

The object of imparting training to a ministerial hand is to prepare
her/him professionally to make use of computers to discharge her/him
duties efficiently. In the course of their job, they have to put up notes
and draft letters on various guidelines of senior officers as well as reply
of references in a printed form. They should also be well versed with
keeping records on computer for easy retrieval. The objectives of
computer training of Ministerial Cadre are below:-

a)  Intensive practice of typing on computer/ word processing
software such as MS-Word at fast speed with minimum mistakes;

b) Intensive practice for use of spreadsheet software such as MS
Excel for various calculations and making charts;

C) Intensive practice for use of presentation software such as MS
Power Point for making presentations;

d) Intensive practice for use of MS Access (RDBMS) for handling and
working on Database objects i.e. Tables, Forms, Queries, Report
etc.;



e) Familiarization and use of various programmes available on
computers relevant to their day to day work with the aim to train
the officers to maintain record and easy retrieval,

f) Intensive practice for use of Internet to upload various tenders,
updation of licensing fees of GOs and sending and collecting
information/data online to minimize paper work;

g) Familiarization and use of GeM Portal, PFMS, EIS Salary
application software, Handling of GOV email ID, Kawach
configuration, online APAR SPARROW, WebPIS, e-HRMS, ICMS,
Quarter Allotment System, Court Case Monitoring System, CCTNS,
ICJS, ZIPNET, Website and other software/applications being used
in Distt. /Unit;

h) e-office (e-fill Management System), being an integral part of the
Digital India Programme, is paperless medium to achieve a
Simplified, Responsive, Effective, Accountable and Transparent
working in the offices of Delhi Police. The speed and efficiency of e-
Office not only assists our offices in informed and quicker decision.
It involves all stages of working in a file, including the scanning,
electronic diarization, file creation, noting creation, digital signing
on noting and drafts, dispatch, faster processing and movement of
files and receipts, closing of files and receipts, and finally the
archival of records

1) New application software’s launched and used in Delhi Police for
official working time to time;

3. DURATION OF COURSE

(A) IN-SERVICE COMPUTER APPLICATION COURSE- 15 Days

(B) REFRESHER COMPUTER APPLICATION COURSE- 05 Days

TRAINING ASPECTS

The Training of Ministerial Staff through following In-Service,
Refresher course shall be conducted for strengthening of their
professional knowledge, enhance tech savvy skill through indoor classes

(A) IN-SERVICE COMPUTER APPLICATION COURSE

All ministerial staff up to the age of 58 years excluding those who
have been recruited after qualifying the computer test will attend the
course of 15 working days, once in service. Those who have not
undergone this In-Service course, they will be un-eligible for their next
promotion. The In-Service course shall be organized in STUs
(Distt./Units/Bns.), Cyber Training Division (CTD), DPA/Dwarka and
other training center having logistics for such training. These courses
will be included in annual training calendar issued by Training Branch,



PHQ and monitor the same. DD/Training shall supervise this training
course.

(B) REFRESHER COMPUTER APPLICATION COURSE

All Ministerial Staff who have completed 5 years of service
including those who have qualified the Computer Test at the time of
recruitment will attend the course of 05 working days, once in five years.
The refresher course shall be organized in STUs (Districts, Units & Bns.),
Cyber Training Division (CTD), DPA/Dwarka and other training center
having logistics for such training. These courses will be included in
annual training calendar issued by Training Branch, PHQ.

To review the course curriculum a committee would be
constituted. The committee headed by Joint/Addl. C.P. who has
extensive computer background, a Deputy Director from Delhi Police
Academy, an ACP of Computer Cadre and an Inspector of Ministerial
Cadre would be formed for the purpose. This committee will review the
content of the course and will incorporate new topics/practical to keep
the staff updated with the latest in the field. The committee will be
formed by the Training Branch/PHQ under approval of Spl.
CP/Training.

5. SYLLABUS

The detailed syllabus for the training is given at Annexure ‘A’. The
same may be reviewed by the committee from time to time. The training
should cover the following subjects at length.

(A) COMPUTER APPLICATION IN OFFICE WORK

Delhi Police aims to computerize all its office work and function on
e-Governance. Thus, the entire Ministerial Cadre must be thoroughly
trained in handling of computers to achieve the above mentioned aim.
An exhaustive training schedule on computer applications used in Delhi
Police should be adhered to give theoretical as well as practical training
on computers to ensure quality and efficiency in day to day office work
and to achieve goal of a paper-less office.

(B) HANDLING OF OFFICE MECHANICAL AIDS/EQUIPMENT

Ministerial Cadre need to be adequately trained in the operation of
various office mechanical aids and equipments such as computer,
projector, Photostat machines, fax machines, cyclostyling machines,
scanners, shredders etc.

The syllabus will be revised, amended by Training Branch/PHQ in
consultation with the committee formed under this SO.



6. STUDY MATERIAL

The Director/Joint Director will constitute a committee under the
Chairmanship of Deputy Director or an Assistant Director in order to
prepare comprehensive study material. The Published material, PPT shall
be made available in the Delhi Police Academy Library for the Ministerial
Staff.

7. EXAMINATION

On completion of their course, the participants shall be examined
by test prepared by ACP/DPA deputed by the Joint Director/Delhi Police
Academy.

8. RELAXATION

The Commissioner of Police, Delhi may relax any of the conditions
laid down in this Standing Order as per requirements arising from time
to time.

9. SUPERSESSION CLAUSE

This Standing Order will supersede the previous Standing Order
No. HRD/52/2022 issued vide No. 50001-50150/Record Branch/PHQ
dated Delhi, the 13.06.2022 and all earlier orders regarding In-service
and Refresher courses for Computer Training of Ministerial staff.

10. DISCLAIMER

|
It is made clear that this Standing Order is exL}usively for internal
smooth functioning of Delhi Police Department. ._j

WAl
_ e

(SANJAY ARORA)
COMMISSIONER OF POLICE:
DELHI.

No. | 4-S J— | ¢ £ )0/ Record Branch/PHQ dated Delhi, the |{q] 24—

Copy forwarded to:-

1. All Special Commissioners of Police, Delhi.

2 All Joint Commissioners of Police, Delhi including Jt. Director,
Delhi Police Academy, Delhi/New Delhi.

3. All Additional Commissioners of Police, Delhi.

4. OSD to C.P., Delhi.



S. All Deputy Commissioners of Police, Districts/Units including
PHQ, C.P. Sectt.,, FRRO and Deputy Director/Delhi Police
Academy, Delhi/New Delhi.

0. DCP/HQ(IV)/PHQ with the direction to upload the Standing Order
on Intra-DP.

7. LA to CP and FA to C.P., Delhi.

8. All ACsP/Insprs./PHQ.

9. PS/Reader to C.P., Delhi.

10. HAR/PHQ.

11. Inspr./Knowledge Center/PHQ.



Annexure-A

COMPUTER TRAINING COURSE FOR MINISTERIAL CADRE

(FOR HC/ASI/SI/INSPR)

Course Duration In-Service Course Refresher Course
15 Days (5 Days)
" Duration of course 19 Days 7 Days
Number of Working Available 15 Days 5 Days
Number of Periods 8 Periods 8 Periods
per day
Total No. of Periods of Course 120 Periods 40 Periods

DISTRIBUTION OF SUBJECT FOR COMPUTER TRAINING FOR

MINISTERIAL CADRE (HC/ASI/SI/INSPR)

. No Subject Periods | Periods | Marks
for 15 for 5
Days Days
Course | Course

1 Introduction to Computer & Basic Concepts 6 2 10
2 Operating System 6 2 10
3 Word Processing Software such as MS Word 18 6 15
4 Spread Sheet Software such as MS Excel 18 6 15
5 Presentation Software such as MS Power-Point 18 ©) 15
8] MS Access as DBMS objects i.e. Tables, Forms, 18 6 15

Queries, Report etc.
7 Internet & accessing Internet sites relating to 18 ¢) 10

Delhi Police \
8 Intra DP’s various modules and other software 18 6 10

e-office, PFMS, e-HRMS, ICMS, Cyber Highway

Network, Web PIS, CCMS, NIPUN, Website of

Training Division, web application i.e. website of

DP, Traffic, Licensing, SPUWAC, EOW etc. and

DP Mobile Apps and other application being

used by Distt./Units Operation of Various Office

Mechanical aids and equipment etc.

Total 120 40 100




SYLLABUS FOR BASIC COMPUTER TRAINING FOR

MINISTERIAL CADRE (HC/ASI/SI/INSPR)

S. 15 5 Days | Marks
No. TOPICS Days | Course
Course
No. of periods
1 Basic Computer Hardware: 6] 2 10

Characteristics of Computer System,

Basic  Applications of  Computer;

Processing Unit, Keyboard, mouse and

VDU, Other Input devices, Other Output

devices, Computer Memory; Concept of

Hardware and Software: Hardware,

Software, Application Software, Systems

software, Programming Languages;

Representation of Data/Information;

Concept of Data processing.

1. Development in the computers
(Generations)

2. Advantage of Computers in DP

3. Elements of Computer System,
Hardware and Software

4. Networking devices — Switch, LAN
Cable, Modem, routers, Cyber
highway network. Identification of
different types of cables

5. Setting Up PC-Connecting each
component of computer including
LAN

6. Computer Memories

7. Types of Software, Classification of

Computer
8. Trouble Shooting
a) Computer Related - No Power,
does not start windows, Windows
hanging.
b) Printer related - Printer not

printing, Printer get stuck, Paper
gets stuck, Blurred printing, Poor
quality of printing.

c) Network related - Network not
working, one computer not
appearing in the network etc.

d) Power related — UPS not working,
Battery not charging.




MS Windows/Operating System (s)

1.

Basics of Operating System: Operating
system, Basics of popular operating
system (WINDOWS, UBUNTU).

. The User Interface: Task Bar, Icons,

Start Menu, Running an Application-
notepad, paint etc.

. Operating System Simple Setting:

Changing System Date And Time,
Changing Display Properties, To Add
Or Remove A Windows Component,
Changing Mouse Properties, Adding
and removing Printers.

. File and Directory Management: Types

of files, What is a file, Naming
conventions, File Extensions, File
Pathway, Windows Explorer window,
Viewing files, File property dialogue
box, Explain file size (bytes, kilo, mega,
giga, tera) and abbreviations used,
Create a Folder, Move a file (multiple
files)into a folder, Delete files and
folders, Recovering deleted files,
Renaming files, Searching for files,
Creating and deleting shortcuts on
desktop, How programs may save files
in specific location by default. How to
find where file is being saved.

. Desktop: exploring the desktop,

cleaning the desktop.

. How to set automatic updates for

windows operating system

. Safety/Security measures in operating

system i.e. firewall

10

MS Word

. Opening Word Processing Package,

Menu Bar, Using The Help, Using The
Icons Below Menu Bar;

. Opening Documents, Save and Save

as, Page Setup, Print Preview, Printing
of Documents, Printing on note-sheets;

. Text Creation and manipulation:

Document Creation, Editing Text, Text
Selection, Cut, Copy and Paste, Spell
check, Thesaurus;

. Formatting the Text: Font and Size

18

15

8




selection, Alignment of Text, Paragraph
Indenting, Bullets and Numbering,
Changing case;

5. Set page margin, paragraphs and
sections within a document, Adjust
indents and hanging indents;

6. Table Manipulation: Draw Table,
Changing cell width and height,
Alignment of Text in cell, Delete /
Insertion of row and column Border
and shading, Table formulas;

7. Inserting Graphic Elements: Insert a
clip art picture, insert symbols and
special characters, adding a
watermark; Using word art; adding a
drop cap.

8. Mail Merge: Using mail merge; printing
mailing labels; merging for sending
emails using outlook.

MS Excel 18 15

1. Creating a workbook, worksheet.

2. Use of Formula, Function and analyse
the data, formatting.

3. Data, Manipulation of Cell, Row and
Column.

4. Importing and exporting of data sheet
from others file formats.

5. How to open MS Excel Sheets or
workbook?

6. Features of MS Excel: - Home, Insert,
Page Layout, Formulas, Data, View,
Review.

MS Power Point 18 15

1.

5.

Preparation of new PPT by creating a
new slide and editing in existing
slides.

. Inserting Pictures, Graphs, Charts,

Table, Smart Art Graphs and
Audio/Videos files.

. Changing and designing slides with

different layout and themes.

What are the uses of MS Power Point?
How to create slides in MS Power
Point?

Features of MS Power Point: - Home,

9




Insert, Design, Transition, Animation,
Slide Show, View, Review, Recording
& Layouts.

MS Access

1. Blank Database

2. Datasheet view, design view, formulas,
filter, freezing data.

3. Creating tables, Forms, Queries,
Report.

4. External data i.e. exporting data from
other sources like MS word, MS Excel

5. Database tools.

18

15

Internet and accessing Internet sites

relating to DP

1. Introduction to various browsers

2. Setting of various security options

3. Create/reply an GOV email, using
Kawach

4. Searching/surfing internet

o= Detail uses of websites relating to
Delhi Police i.e. Training, Nipun,
Websites of Delhi Police & Citizen
Services.

18

10

Intra DP’s various modules and other
software e-office (e-fill management
system), using PFMS, e-HRMS (Human
Resource management System),
Integrated Complaint Monitoring System
(ICMS), HM/LG e-listening post, Cyber
Highway Network, Web PIS, CCMS, e-
Learning of DPA (i.e., NIPUN) Website of
Training Division, DP web application
(i.e., website of DP/ Crime, Traffic,
Licensing, SPUWAC, EOW & Citizen
Services etc. DP Mobile Apps such as e-
beat book, Lost Report, Himmat+, Tatpar,
ZIPNET etc. and other application being
used by Distt. /Units such as payroll.
Operation of Various Office Mechanical
aids and equipment etc.

18

10

Total

120

40

100

10




