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T =T« A9 qeTur, IrHfes q9eT0r ¥ qwaarar (Skill Test, Group Test & Interview)

ferrr: =T gtafg dra 9<eror (Information Technology Skill Test)

A1 aereror qverr Arsrn (Skill Test Examination Scheme)

faoa quiTs EEPEENENEES EES T9qT

Devanagari Typing Y UF Y fae
English Typing Y AF Y faee

Word processing R A7

(EILTE S“kiqlli ET'ieaS:)ﬁq ENKE q0 Electronic Spreadsheet q I3
Presentation System q oA 90 e

Windows basic, Email and q 93

Internet
STEAT q0%F R0 e
Contents

Windows basic, Email and Internet

» Introduction to Graphical User Interface

» Use & Update of Antivirus : Concept of virus, worm, spam etc.
+ Starting and shutting down Windows

« Basic Windows elements - Desktop, Taskbar, My Computer, Recycle Bin, etc.
» Concept of file, folder, menu, toolbar
» Searching files and folders
* Internet browsing & searching the content in the web
« Creating Email ID, Using email and mail client tools

» Basic Network troubleshooting (checking network & internet connectivity)

2. Word processing

« Creating, saving and opening documents

* Typing in Devanagari and English

« Copying, Moving, Deleting and Formatting Text

» Paragraph formatting (alignment, indentation, spacing etc.)
+ Creating lists with Bullets and Numbering

» Creating and Manipulating Tables

* Borders and Shad

ing

» Creating Newspaper Style Documents Using Column
» Security Techniques of Document

* Inserting header, footer, page number, Graphics, Pictures, Symbols
» Page setting, previewing and printing of documents

* Mail merge

3. Presentation System

* Introduction to presentation application
» Creating, Opening & Saving Slides
» Formatting Slides, Slide design, Inserting header & footer

* Slide Show
e Animation

* Inserting Built-in picture, Picture, Table, Chart, Graphs, and Organization Chart etc.
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4. Electronic Spreadsheet

» Organization of Electronic Spreadsheet applications (Cells, Rows, Columns,
Worksheet, Workbook and Workspace)

+ Creating, Opening and Saving Work Book

» Editing, Copying, Moving, Deleting Cell Contents

» Formatting Cells (Font, Border, Pattern, Alignment, Number , Protection, Margins and
text wrap)

» Formatting Rows, Column and Sheets

» Using Formula with Relative and Absolute Cell Reference

» Using Basic Functions (IF, SUM, MAX, MIN, AVERAGE etc)

» Sorting and Filtering Data

» Inserting Header and Footer

» Page Setting, Previewing and Printing

TARTCHS AT Fiate T TARTMHT THAT TIAEE
(Sample guestions of Information Technology Skill Test)

1. e fagUel TaANRI TREATS ATIR AT 2159 Tl | [R.% T3] (% faee)
(FFITHT QU0 TeEE® ATh TN FHaaes, |)

2. o faguar HUS dRedrs ATIR AT 22T Tl | [R.% 3] (« e

(FFIHT R00 TeEEE AUH! FUS (a3 1)

(F9F &. 3, ¥, 4 T & & AT T#AT  q0 fHHQ)

3. Perform the following in Word Processing: [0.5X4=2 =5

a. Copy and paste the English text typed in question no. 2 in a new document.

b. Insert a table with 3 columns and 5 rows below the text.

c. Inserta picture.

d. Apply Page Border and save it.

4. Prepare a presentation for the given information.  [0.5 X 2 =1 3]

5. Prepare the worksheet as below and insert suitable formula to calculate average
salary.
[0.5 X 2 =1 3]

S. No. | Name Post Salary
1 X JS 32,000.00
2 Y us 27,500.00
3 Z SO 24,500.00

Average Salary:

6. Perform the following: [1 373]
Set www.psc.gov.np as home page in your internet browser.

e
Word Processing, Presentation system, Electronic Spreadsheetz Windows basic, Email
and Internet s=TiTceRT feature FHTAL HUHT Q0 FA¥EHT AfFT Tede® UG, |
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SN a1 JFr Typing Skill Test =Y =it &
1. TFARRT Typing SKill Test &0 AT 940 9Teag®dl T3ar Text fagg ¥ 381 AR A3

YR RS-
973 91e% 9iq fave (Correct Words/Minute) EIEEE kS
Y W1 %H 908 ereE 9id fAee ara o 3
Y AT |l del ¥ 9Y 9T BH F 9 9iq fHee add 0.0 3
©.Y a7 GIWwET 96l ¥ QOWRT A F U 9iq e aId 0.8 IF
qoaT |IH=T el ¥ qR.Y W1 FH g R i e add q.00 3
Q.Y AT AT el T 94 AT FH F 9058 Yid (Hae arad q.]4 o
QY AT |THRT FE T 99 HYET HH g e’ 9iq e araq 1.40 o3
Q9.4 a1 HIAw=T ¢l T R0 el HH g ed i HAe aId 9.9 w3
0 AT AT el T IR.Y 9T HH g ek Wid fAde arad .00 HF
QY AT FFRT FEl T Y TRT FH F R 9iq fHe A M AqF
Y 9T HIET WGl g 9TeR i AR arad Mo uF
2. English Typing Skill Test #1 @NT 200 Teaewdl TZel Text s ¥ @@ ATAR A3
EEERIGSES
973 9Te% 9iq fave (Correct Words/Minute) S AT
& =1 FH F R Uiq e aaa o ¥
% AT FI9waT aql T & Hwal A g ea gfq faae araq 0.40 ¥F
R AT HTHT 6T ¥ 93 AT FH g ek Uid fAve amaq 0.9 U3
QR a1 FrHwaT 96T ¥ 94 W=l FH 90g 9058 Uid fAee arad q.00 ¥
¥ T F9=T F&l T 95 AT FH g 8 Uid Aee arad .34 o3
Y5 a1 FrEwaT 9l ¥ 34 9T &H F 908 Yid (Hde arad 1.40 o3
Rq A7 FHRT Fel T ¥ AR FH F R Uid e A q.94 I3
¥ AT HIAwRT d¢l T R0 9=l FH g 958 Yid fHe arad .00 I3
9 9T HF=T ¢l ¥ 30 9T %A g e 9iq fAve arad Y AF
30 a1 |9 T¢elg e 9iq fHve arad 40 uF

3. SIS a7 AR Typing AT fegUst Text @8 g AT 239 W Text €91 fWeTg =%
TS, | faguet S a1 TaAnTT TextdT Sefad T FHItd aererdiesd arhar Text
AT Punctuation aTgT F7TYehT TTSTHT G ST HT TUHT TR B | Joae=ra (=1 Formula
TANT T 9@ 9Te= 9iq faee (Correct words/minute) fFetfas, |

Formula:

N Total words typed — Wrong words
91 == uid fAve (Correct words/minute) ( P g )

5
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