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fted TRER gl
Y JAT, TAER HE, AMGACR T8 &, STIHEH /TATEARAT (TN TehT G qaT

ATk IIAANTATHE TRUAGTR! TEAHH
T IIETFHH ATSTATATS T3 =ROET fadqrs e g
faafad aret qUITS 200
)G9 aEreror quis 90
(@) sT=qarar qUTE 30

~

q&T AT (Examination Scheme)
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ferorr EUIES forrereq fiiwe a3 THT
Devanagari Typing RAL T3 Y faee
English Typing Y UF Y fave
qﬁ{“\l a&m“ tafer %0 Word processing R AT
) Electronic Spreadsheet q o3
(IT Skill Test) Presentation System q 93 fo fae
Windows basic, Email and Internet q I3
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Short notes) AT Al 3 |
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ATk IIAANTATHE TRUAGTR! TEAHH
TR T YMHA JOMAT T THARRAT

gug (F) — 40 AF (4 TT X 10 %)

Y T EA

9.9 QTETHT ATIRT TeT. ATIRT, T2 ¥ faeroar

9.} FITAHT ST JOTeATeR! [TehTeshd

9.3 FAB! ATHA, AbAT=F A T AT, THTALATHT, THTAAE GlqTiered, TPRIcHE
faag ¥ e

9.¥ HHEE ATERF [alqg qeew

e T TSR SFaeTaT

R 9T Haarie faer

R AuTAwr g faeudEs

.3 Hifee g, Mews fagra ¥ saa difqes
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¥.© GARINAT TG ATYfAE AAATES: Sl S, AT aaTRl AarsT, HAd AIFR, 57
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3.9 THEER AT drqardrd Hecd
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fgairr =Ror : A9 qdreqr, Afes 9=reror ¥ v (Skill Test, Group Test & Interview)
ferrar: =T gtafg dra 9<reror (Information Technology Skill Test)
A1 aereror q2rer Arsr (Skill Test Examination Scheme)

e quiTy faeraeq fefwes a3 Iqq
Devanagari Typing Y uF Y e
English Typing Y uF Y fae
Word processing R A7
(EILT S“kiqlli ET”ZS:)?W T q0 Electronic Spreadsheet q A3
Presentation System q g 90 e
Windows basic, Email and q A5
Internet
STHAT qoug R0 fAee
Contents
1. 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 Shading

» 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
* Animation
* Inserting Built-in picture, Picture, Table, Chart, Graphs, and Organization Chart etc.
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6.

e :

ATANE FAANTATCHS TR TEAHH
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 GEAT Fiate T TALTAHT THAT TS
(Sample guestions of Information Technology Skill Test)

qd fagUs TTANR deRadTs ATIR Al ST TR | [R.Y 3] (¥ fame)
(FEITHT QYO 9TeRE® TUH! SqANN CRLE(G3S, |)

T fagUsl AIS dToRadTs ATIR A 2T THR | [.Y T3] (e
(FHIHT R00 TeEEE AUH! HUS (a3 1)
(F9F & 3, ¥, L T & BT AT ST#AT  q0 fAv)
Perform the following in Word Processing: [0.5X4=2 =3
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.

Prepare a presentation for the given information.  [0.5 X 2 =1 5]

Prepare the worksheet as below and insert suitable formula to calculate average
salary.

[0.5X 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:
Perform the following: [1 23]

Set www.psc.gov.np as home page in your internet browser.

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 I Typing Skill Test =Y =i e
1. TFARRT Typing SKill Test &0 AT 940 9Teag®dl T3ar Text fagg ¥ 38T AT9R A3

TR RS-
973 91e8 9iq fave (Correct Words/Minute) S AF
Y VT BH E 9TeE 99 e drad o 3
Y AT HrEwaT del ¥ 9Y Wl A E e 919 e aId 0.0 3
©.Y AT HAIHET 9l ¥ Ol HH F 9 9iq fHe add 0.9 ¥F
Qo1 HIHwRT 6l ¥ 9.4 Wl HH g T8 Yid fHeg arad 1.00 ¥
qR.Y AT AT el T QU AT FHH G 9758 Iid (He amad q.3% T3
QY AT FreeaT @ ¥ 99y el H g 9Tes giq fHee araq 1.40 o3
Q9.4 A FIWET el T R0 9wl HH g e iq fHee sad q.94 I3
0 AT AT el T IR.Y 9T FHH UG 958 Yid fHde arad .00 #F
QY AT FHRT FEl T Y TRT FH F R 9iq fHe aaa Y AqF
Y 9T HIET WGl 908 9eR i fHee arad M0 uF
2. English Typing Skill Test #1 @NT 200 Teewdl T3l Text s ¥ @@ ATAR A3
T RS-
973 9Te8 9iq fave (Correct Words/Minute) S AT
& =1 FH g TR Uiq e A o3
& a1 AT F¢l ¥ R Rl %H g 9ed gid fAee arad 040 g
R AT HrHwaT ¢l ¥ 93 Awal FH Uqg M=k Ufid fHee smaq 0.9 ¥F
QR a1 FrewaT 961 ¥ Q4 W=l FH 0G5 Yiq AR arad q.00 ¥
¥ T F9=T F&l T 95 AT FH 90§ T8 Uid Aee arad .34 o3
Y5 a1 Fr9waT gl ¥ R4 9T &H F 978 Yid (Hde arad 1.40 o3
Rq A7 "HRT Fel T ¥ AT FH E R Uid fAee g q.94 I3
¥ AT HIAwT d¢l T R0 9=l FH g 958 Wid fAde arad .00 I3
9 3T AWET 960 ¥ 30 I FH g M id fAee arad Y AF
30 a1 |9 TEe1g e 9iq fAve arad 40 uF

3. IS AT TEARTT Typing AT feSUsT Text @75 IR AT 2129 Tl Text I e =%
e, | faguar IS a1 TAAERr Text A1 Ieitad T Fuiteyd qRrendesa smRAT Text
AT Punctuation aTgT F7TYekT TTSTHT G STHT T TR B | Jag=ra =1 Formula
TANT T 9@ ore= 9iq faee (Correct words/minute) fetfae, |

Formula:

Total words typed — Wrong words
973 9Te% 9iq fAve (Correct words/minute) —( P g )

5
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