WY STk JaT ST
et weer
TR oIt Jar T ST IREBRT JAT Swold qurd JIee 9al, YT J9ed, Jeed, Jdl THg
YT ST IRHRT JaT a6 ATAE AGT USIEAUT ¥ HIA g GEIdeay AT a8 (STwfare)
TGHT GAT AT USSR UTeashd
Td URTET YOIl (Tst)

UIGTRAGT TUSET: — Hth { Ufehehd ULeT HUTIGR (Integrated & Unified Examination System) a1 STTeRHT

TR §1O |
HIT - 9
Tetiera adrear (Written Examination) :—
TIH =07 EI;UTE :— 200
Tedtar =or Tﬁg:— Qoo
HOT - 9

ST ST (Final Examination) :— HFIET HIT TaTuT T SFwdatar qUITE :— %o

F@ﬁgﬂ' Uﬁ&'IT FATSAT (Written Examination Scheme)
q. fafad udtear:- WM =RT (First Phase)

drierent (2)
L) ferorr guiiy | Seftoriy TR JoTIedt TVHET X 373 o
GTHTY T q&T ATIH JEJTA (Objective):
W T i it 00| 40 TEIABICTE T | oo o x 2 3 | v T
(General Knowledge & (Multiple Choice
Basic Office Skills Test) Questions)
Q. o u’err:- fedfir =RUT (Second Phase)
drfetert ()
o= e QUi | ST TR Yot UIAGET X 35 D)
o T ST | q60 | yo ﬁgﬁ(sufbj;;“?"e): PRUTT x W IF | R HUET
(Office Management) (Short &Long Answers) ¥ U x %o HE 30 fe
FT T Trae TIRATA (Subjective): T X% AE | 3 v
T (Job Knowledge related | 400 ¥0 BT T AT 3T & U x 20 E | 30 BT
subject) (Short &Long Answers)

Ffe® TRUT - SFEER HiU wRIuT ¥ awaarar (Computer Skill Test & Interview)

dtierent (3)
forwer EUIES TR Yottt e
PRI HT & (Computer Skill Test) R0 I (Practical) Y e
SR 3T=aaidi(Interview) ¥ 0 miEes (Oral)
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TGV @leh QAT TP
qfeelt v

TRV T AT T ST SRETRT WAT ST AUt U Jar, STHT U, e, J T 960
T T IRBNT JAT TH ARG AT URIEAUT ¥ HTo GHE EhEds Al ag (srfafies)

W Gar FaAiaTes U=t areashe

geed .

S

q0.

19.

1.

93

9%.

4.

9.

T UTSTHA AISHTATS TIh T Tehishd TLET FUTTeieh] STURAT STHTIATh d TRTTEH, TSed T o 8o
TEehT AT ferfre wer (srerm =oT T facfier =ror) e stfeqw =swor (Freet o weror T stqatar) T
g8 T fars TR B |

arferehT (2) T aTferst () W7 faSTahT STare! fafad s wiiy Sfeafad ae Jaet aa GxeshT amT
Afa g1 |

arfr Sfectfad Sament de Tgeshr @it worm, feter T qeitr o=t/ famrent faweag ©3e (Common) T 3tfHamt
TS |

fafaa advetrent Ted=ERT HTET STHT AUTElt 6 | O TaSIeRgaTs T U STareIET SISt eg
ISR TR TR T 7 Jfeh 3 |

Terfara adterreht ATeT SITST SUTEY AT SIS SrrET AUTEAT T HISH g gD |

A SgAhicdsh (Multiple Choice) Te-EEehT Teld 3T TEUHT Tedieh TTeTd 3T a9 R0 HTawTd o7 gl
T T I ATGUAT & S o7 fag &7 T o7 shgr i iy &7 |

TgAHIcUh TTEE g TKIEITHT B JehTeh! FTesheiet (Calculator) FRIRT T TS & |

TEEATHT T TITEET 7% T TSR T grei-erd o=/ fawemT fegu o1gem g7 |

TSR We g U/ TaRIehT Tish WUt AT GETgs STRgshet ge | TiEmefiel cish @ugeht
TITEEeh] 3T HIET TUSH! ITYNAHTHT TS |

I ISR ST Seqicient U=t/ fersreht fasriaegaT Sigeh oif@uenT WU daf ITeashaeT TehT I, U,
T e Hifaee wiemmerr fasmam §aTeRl SEd (HIMY UG 9T WM 9 FSTETHT aT I T HIMEH )
FIIH EHTETS T TTSHHAT el TR U6 |

IHCANEES UISTHHGT T feeq Heieh ST T Trafeerd U qu framreefier aneT ST ST
g TS |

SO ST (First Phase) b feiad TefTee S WuehT IFearasalrs AT fgdia =0T (Second Phase) 3T
fetfara wemr afmferd s |

WWWW(FHQ Phase) HT 9T TRERT UTCATEehT 3T UfasTe 3% AT Tgd ™ =T (Second
Phase) T UTCTERE SIS et 3Tseh! HATERAT ferfad udeameht Afasi gehtferd 1iEs |

Teferd wemmT SHie YUhT TS U1 ST SRUThT HFgeX HiT TLefu T St=qdia T afefed
TS |

farfaa odter T o1f-aw SRuehT FFeger €T TET T ST=qaidiehl ol 3T ANTeRT STURHT f~H TeTthet
TRTTETT TR |

UTEIHA AT fAfd :- RowRlowligw T
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WY STk JaT ST
et weer
TR oIt Jar T ST IREBRT JAT Swold qurd JIee 9al, YT J9ed, Jeed, Jdl THg
YT ST IRHRT JaT a6 ATAE AGT USIEAUT ¥ HIA g GEIdeay AT a8 (STwfare)
WGHT GaT RiadiiaTeHe UiETTaT UTeashd

WA UA - AT AT AT STURHA BRI W USTTuT
(General Knowledge and Basic Office Skills Test)

Gug (A) : I A (General Knowledge)

gug (A) : §0 3%
30 Y X R AT = <o HAF

9. drimved e (2 U x R F = 2R )
9.9 wrmuee T ged grswEt T STHHRT |

femdt, a1e, Sea |
9.3 JUTCTR! Pie- HTifeTeh STaeT, SRIqe T%T T Uishfde arer (Serdrd, Sftasi=g, aedfd, urer,
@t veTd) |
R, gldE™ (L U X R I = ¢R )

R.Q  Tavaet sfaeme - Shenfes hifed, HTHehT TsAhTind, STHNERT Tad==rdT T, &HT/ TFIaL hii-d,
T T T favagg: =T, SHRoT T TRuMHEs |
R.R JUTeTeRT SiqeT (W= FTetaia aTerdr)
R.R.9 Totiaerrer, ferestashrer T aeashrer: @mTieres, Tiwhiaen, sTiie ud Terifaen staeeT |
R.R.R MY ST (TR ThIehUuT I BTCTeH ) : TSTITdeh ST, HTHTSTeh, Tk aeh
T aifefer STe |
3. JUTCThT G, 3TTieh STaET T IEgS T (L U X R I = R )
3.9 JUTCTeRT ATHTISTSh STEET, TR, Hoof T WI-IdT, €, STt Ao, S, shetr, |nfeed, S,
e eh T |
3. e ufgEeeE (Tiies gfg, et urewr Icured, Ui safeh o1, faursor, Jaferes e, Jafers
HanT)
3.3 onfiieR sraeem (i, TNT, SR, Tieq, I, T, faehe ASHT) Treret SR |
3. U TSI T TR - Hiaer, HEfiTr S Jorted} T ot {aes e |
Y. foz wfafy, stamesr T amarerer (% U X R 3T = R )
¥.qQ HEE ST IoTe] THE O [aRiHeRT T@ ATk G-l STHeRT |
¥R SR, AT, @l T 0T gl ST |
¥ .3 wieReT, Sae fafaerdr, fam fohm, Serary aida, STaretor SHaeeTo, YguuT, SHEET, i,

SHIATY (SETSHUS) TR STHehN |
K. iy ey T gnmis miafatuee (% U x R 3TF =2 IF)
Y.q  SifeT gy qur SO/ 98T - Y Tedd T & |@7eA (8h, BIMSTEC, SATeaM, Juie
i) ral JHT STHERRT |

Y. R Uiy T T-auiied Hecashl GHUATHII TTiataries, T fasiTeht arseht Fefian fausr arerwt ST |
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TGV @leh QAT TP
qfeelt v

TRV T AT T ST SRETRT WAT ST AUt U Jar, STHT U, e, J T 960
T T IRBNT JAT TH ARG AT URIEAUT ¥ HTo GHE EhEds Al ag (srfafies)

W Gar FaAiaTes U=t areashe

GUE (B) : STURHA &IAT@A ¥ ULIUT (Basic Office Skills Test -BOST)
gug (B): 80 3%
R0 X R AF = ¥o IF

ST RN HT G0 (BOST) ST SETIehT IIEIvTee ot & -

9.

R.

S

q0.

& T (Verification test) : T8 TXIEIUTHT qieh, HEAT AT WMTTeqeh FEATATS Sitel 7+ a7 T Tl SIS ToraT
HHTAT a7 NI=TaT T - fehfamenT Tores THmasT gie |

Q! T 9T 369 QI (Completion): I IEeA0THT STTfegeh AT HEaTcHeh a1 3TeMisaehs (Temmersh) faaorent
dTfench EUHT @It T, 38, Gl a7 Afcawd T TR quTer 74 frfement Uees THmasT gie |

TR0 T (Classification) : T& URIETUTHT SMTTedeh o HEATcH o1 3TMisaeh (TarsTceh) faawurent difenes
FIT SieRTuT T+ T =TT I TR ferfemenT Tomee THmasT gie |

T THEI0T (Analogy): T8 TUEIOTHT STTisaeh a7 HedTceh ar AuTisesh (Tersener) faarumnt atfener amm
TSI U A3 TR femehT Toee SHmasT ge |

wisfars Tl TeuT (Filing aptitude test): 39 TEEAUTHT SMTfsaeh T HEATH HIET Ig AT YIS
JUITTATSHY, HEATcHHshH dT FHICTshT STTAR GHTE T+ o faHehT To-es THTEST gHe |

T STFET T (Follows the instructions) : 8 TretoT faguent fafad FaeMetTs garg STgeReT i aurem
T fenfemeRT UvEE TUTANT g |

HEATH FATGAAT TEEIUT (Numerical reasoning test): 28 TRIETUTHT HTHTT SeRTOTA fham dvareeft gomes
T G |

Hites T RIS T8&IT (Coding & Matching test): T8 TIEIUHT STTisqeh o HEATcH TTaXUTh! Hitee T e
qrar-eil JveE quTaeT §e |

farveiwuTIcHeR afenshaT TEIUT (Analytical reasoning test): I UXIETUTHT TTisaeh o HEATcH o SATMMisaeh (
fersTeren) fenfemerT favciomTTcner dTfsharar Treelt Teee TuTesT §1e |

fammm T gt T TEI0T (Direction & Distance sense test): T TreroTHT fawT T gl T e feRfagent uveE
AT G |

FE: - T U AT [ T SR Hierd S WeoT fasent qTa@shAehT ThIseeaTe ife Feeteh! Hedl

TTETER g9 | AT T TR SHA: Level | T %o UASTT T Level 11 T ¥o UfASTd UvEE
aifees |

THA AT FTo TR HEfed Hu udieror
HEHT %0 ¥ O
EEAES q 3 3 ¥ Y | U TS TEE R 92T T R0 UIEE AIRES |
U §&T % < < < <
STHT o (Level I =95 TLevel Il =9R) STHT 30 RO

ST HRATETT T TIUT (BosT) T T&F 329 ST HATAIRT HHEE el T Heleh TIHT TEITEH T
e FHATeRT 3TTehet 1T &1 | St feer feel ued, smfsaeh T HeaTenesh STHeRrIsh! JEaT SieT Her, YEHTee gaT
T "o, fetfad HasmeeenT Tod aTerr T go, fafad amft s T et T de qur g ot T se
2T | T TEETOTeT THETehT FHTEhRT AT 3Uh AT Tham/ Uik FrerieoT 1+ STiearRehT &7 T dtfehahdrenl
TR TGS | T8 IFHGARRT TTid T [EATh! &HAT Siregenl a1 T el &odehl 91 Jodiehd TS |
T FRATAT TTT U] a3 TaeiTeramT STeoR TRl i @ fawemT ATaTia T8 39 her ol
farfera safher 3T faT o Taeh! g0 | 98 TiEvTer fvera TamgeeR! STaReT agstellg |rer Sfthel aehdTTd
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TGVl T AT AT
Al wgw
TR oIt Jar T ST IREBRT JAT Swold qurd JIee 9al, YT J9ed, Jeed, Jdl THg
YT ST IRHRT JaT a6 ATAE AGT USIEAUT ¥ HIA g GEIdeay AT a8 (STwfare)
g GaT AiEnfimTeRs weeT ueEsRA

Hrafee) T aueT FEre T g qrred ar #ig et gt e fems | auer safwedl g (FuSE ™)
FHATATS H-aT [TTeTouT fHaTaTs Wiataiad T6s |

ﬁ?ﬁ'ﬂ'ﬂﬂ(Paperll):-

AT ATEATUT (Office Management)

gGUug (A): 80 3T ¥ U X 4 3 = R0 AT
Section (A) 40 Marks QUM X 20 agz Q0 3:|§
q. FUEA TS
9.9 FEiaT T FHERT

9.9.9 AT (Office): U=, HEc, M T YHR
9.9.% FEE FHARHT FE T U
9.9.3 ST AT " (Office Resources): TR T HhR
9.9.% FETAIHT GoaReh! Hecd, fonfam T arem
9.% FEiaa wEfafr (Office Procedure)
9.X.9 9 ¥R (Correspondence)
9.R.9.9 uf=w, 32w T ot/ aoreht quree
9.R.9.R TadteT YR (JRRT T UTfivehdTeht STTERAT)
9.%.9.3 @af T I (Registration & Dispatch)
9.%.9.% F=AT (Information/Notice): TRU (Circular), Ak STQIT (Order)
9.R.R fewunft e T fewquft TaR a1t e faga guee
9.R.3 vladed e - TiE, TR Uiel &9 fagar B L TR
9.3 AN TG (Record Management)
9.3.9 ANSE (Record) : TfEE, 3T TUHR
9.3.% ARG SEEIIET STEE Ffatesht w=mT
9.3.3 wEfds (Filing): e, stawaenar, faftr o aiteree
9.3.% STIHANTEHT (Indexing) 3T TN, HET T THI
q.% WWWWW@'@(Minuting)

9.4 SO T HATITE HTET SaeToen e T fafer

W(B)ao@lg: RWI XU AT = R0 A
Section (B): 30 Marks LYY X 20 I = Ro AT

R. gfauw ¥ awifke S=maT
R.Q AUTcAhT Ffaem
R.9.9 tifes &% Tadex
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WY STk JaT ST
et weer
TR oIt Jar T ST IREBRT JAT Swold qurd JIee 9al, YT J9ed, Jeed, Jdl THg
YT ST IRHRT JaT a6 ATAE AGT USIEAUT ¥ HIA g GEIdeay AT a8 (STwfare)
TGHT GAT AT USSR UTeashd
R.9.R usgent Tk fagrea, Hifa qerm atfae
R9.3 TR wrTersT, e et
R.9.¥ G, Y3 T T dgeier STt
R.9.4 STeThT dfqEeRT STTEEEE ¥,4,%,0,¢ T

R.R BT TS URET quT FHiEige

R.R.q ATGHIR GETRIRT STTEI TR
R.R.R HERET HiershenT HrRIier

R.R.3 v AT AT T YT ATk el STRINT
R.R.¥ faatem smmr

R.R.Y ufeT aFe iR sTEmT

R.R.% THEEST qUT AfeaigeT SR
R.R.9 gegm=t qur Ai-=uiugeh! HRte
R.R.5 U T T YSIT TUT radrerd

R.3 AWNGEE H=GHT (Civic Conscience) : TR faehTd (Character Development), WHE Tl HIRIAT
(Human Values), W& e T I (Civil Rights & Duties) T STIMET T HhRIcHE Al
(Discipline & Positive Thinking)

Hug (C): 30 31 - .
Section (C): 30 Marks LA XY AT = 20 AT

T AT

R.Y THUTAehT SATUT fshaTe® aT Ufsheh 491 (Fundamental Operations in Mathematics & Unitary Method)

R4 9=, STmAd, Ufderd T 3TUI (Fraction, Decimal, Percentage & Ratio)

R.% T, A9 TR (Profit, Loss & Discount)

R.9 FHT FHiAET T EEh! (Tax, Commission & Depreciation)

R.& HTYNT ITST T A SATST (Simple Interest & Compound Interest)

R.% 3T (Average)

.90 TRt ST (Household/Home Arithmetic) : forsfeft, Tt T 2fetwient weger aqur gar fafm
Tra=T (Simple problems related electricity, water and telephone bills and money exchange)

R.99 &=fufa (Mensuration): g, TeTs, TRfAfd, &=het T STRAT (Length, Breadth, Perimeter, Area &

VVolume)

*kkkk
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WY STk JaT ST
et weer
TR oIt Jar T ST IREBRT JAT Swold qurd JIee 9al, YT J9ed, Jeed, Jdl THg
YT ST IRHRT JaT a6 ATAE AGT USIEAUT ¥ HIA g GEIdeay AT a8 (STwfare)
WGHT GaT RiadiiaTeHe UiETTaT UTeashd
Q?ﬁ'ﬂ'ﬂ?l(Paperlll):

& FA Geaeedt (Job Knowledge Related)

gug (A): 34 STF IPFAX AT =2 AT
Section (A): 35 Marks YT X %0 IS = R0 IT

q. wrdwfie Yar sEwT
9.9 ot far U T HmTEelET YU SRR SaeTeE
9.9.9 TSt SaTeRT Ted, eYfd T dqieRT T ufkATEE
9.9.% swHuTieRr i, aar, agar, faar, favnflr aetmr T staehmT
9.9.3 FHERI I T TR0 T Hdees
9.% drEsIie AT YaTeehl 7 T Heed qUT YT YaTE T Hehr, qiehT T HTeHee
9.3 TSI ST (Public Charter) : Agcd T ATEIFhHAT
9.% TS GEITEH (SATEJITIT qT HTei) U, 0%
9.4 YEATRT &F qEeIET U, 0%y HT U= ¢, T ¥
9.% VMR fERoT 8, 2048 @ giEE ¢ TR
9.9 @Y, Yoy { Y a8 (T0T qUT St Jr-H) U, 000 & T R (T, Yo T &Y a8

sfferehl 3= HFaT-gehl ATUTEE)
9.5 @ AR TAT @RI FERHAT UF, oy TRT ¢, R T 3
9.%  SIfHITd SI2AT &t (Vital Registration)
9.9 0 ufteg af=g-u= (National Identity Card)
9.99 fergetr s woTret (E-governance) T ETHT=T T
9.9 AT T FoaR HiafehT Hee T HART &1 SIS U SaHHIEE

|ug (B): 3y I3 FUAXKR AT = IS
Section (B): 35 Marks JYIT X 20 AT = R0 AT

R. W@ yuTet ¥ S g
R.Q @ T T et - afEr, 3ev T faniaTee
R.R TSI TTHM T EHiq qUT TR Sl Gt WUMe! (LMBIS) Tl STHeRT

R.} @@ T (Charts of Accounts), THTETAT &Y (TSA), TSV TS AT JUME (RMIS) T
SIS TR AW JoTTeAT (CGAS), Sub-National Treasury Regulatory Application (SUTRA), )
@

R.Y MYERT =R, S e fohdre, soie feame, arehal, @eieh! Biea, s fedma faawor, e faawor
gral SRR

Y weIT e Rt (uTetehT SfeT T 2%)
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Q¥ e T SR
et weer
TR oIt Jar T ST IREBRT JAT Swold qurd JIee 9al, YT J9ed, Jeed, Jdl THg
YT ST IRHRT JaT a6 ATAE AGT USIEAUT ¥ HIA g GEIdeay AT a8 (STwfare)
TGHT GAT AT USSR UTeashd
3. andwtee wfvg qur fowft wraeme
3.9 GrEsTie GiNE ST « 3¢9, Hecd, Tafer T e
3.R Tt Saee : anr wRW, @it e, aiaar fare, fowdt @rar, fa=t fer, @fie T faem
3.3 ORI Gr SFTEITT YTt (PAMS) SFar-T STHeRRT

¥, Qe famr saeawas T AE@musieIuT QoTTt

¥.q SETIRIETERT Ui, 3T T U’

¥R e, e BEAE, See] AT T EEITET

¥.3 7o ifvglag o ufem, qat T ansht ufshar, s faeror e, s el araeft STew qoiT s A
T AR S Freei STHeRRT

XY ariies srfater qur fafaa sateriaca U, R0 (SAT=aien fHa==or e aramadteror T fodiar it
et da SaThatadT arawt seweT)

¥ .Y SR U, R04c T TT=ag 2o (YTBHT T gl qrarelt ewe)

¥ . % TIETHRIET U, R0y (T ¢- A@TIRIET T faw)

¥ .9 yewT ATl wREifafr U, 0wk T HSITehT HTaSTHeE Teehl HT9CUS, Hriany T faqeafadr aramet

TefamRT, Q004
gug (C): 30 8T RWAX 1 HAE = R0 AT
Section (C): 30 Marks I YITX 20 IE = R0 IS

Y. SR Y AW R TSR

Y.q TR 37, HET T T HIae

4. U, T, fafem, e ermeeT T aetosenT am i

Y.3 STITCIaRT T, T T AT

Y. ThadT, TIHITE, FITG T qTIEeh! T

Y. Y fereaar gEmsg o {4, &6t T sl

Y% wE amet

Y.\9 ST ST, TSh13 ST, SHE Gejosht, SRR T URfrTe: gaarg
4.5 3k HTET q8Edar

Y. geget ot w@fear T At seifater dfedrent vg@ fasvaree

Y. QO TITY Hiear T geeh! BISTeRT ®rifaty dfedret Tq@ fasmaee
Y.Qq ST TR ToaTe U, Ro0\0% I TiIeh s qrarwe Saee (Tisg <)

*hkkkkk

PPSC- 8



TGV @leh QAT TP
qfeelt v

TRV T AT T ST SRETRT WAT ST AUt U Jar, STHT U, e, J T 960
T T IRBNT JAT TH ARG AT URIEAUT ¥ HTo GHE EhEds Al ag (srfafies)

g GaT AR U= UTeashe
foasrr: - @FRrEY WU URIRTOT (Computer skill Test)

TABITCHS ‘Rel'&iT AT (Practical Examination Scheme)

Devanagari Typing U AT « fe
English Typing .4 I e
HFIEY T AT 20 TARTCHS Windows Basic 3 AE
(Computer Skill Test) (Practical) Word Processing w TS
Electronic Spreadsheet Y A v e
Presentation System RAT

STTSTehT SITTI-eh YITHT d1-Teh STETHT TS SAaRTIe THEIT SHTETERT ATHT FT T HaR FfatesT aithad T =Han
M, ST T R YT AT g7 STaNER ol & | qoef A7 foehTaehT Beaugeh! SHT Toehl YoIT st 8T T
T T AT HHART S TTET ST FFL T T €T HUHT HTh S T 3T §°O | G a1
HERIHEL AT TEhT TGHT SHRIT FHARIEEATS PR Tl T ST THEITEE & T §HdT g STt

e | 8 QT T T TR TET STl JRIE 8T, JRIeH, TS T o T 99E, Hereheal Il qgeh!

G FiaTATaTewsh TETehT Tefier oM shrepe € TteaoT SRIMTTeH, TieT ST T 3T TSashA qaT aTiaeh!

1

Contents

1. Windows basic, Email and Internet

Introduction to Graphical User Interface

Use & Update of Antivirus

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

VVVVYVYYVYYVYY

2. Word processing

Creating, saving and opening documents

Copying, Moving, Deleting and Formatting Text

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

Borders and Shading

Security Techniques of Document

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

Mail merge

YVVVVYVYVVVYY
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TGV @leh QAT TP
qfeelt v

TRV T AT T ST SRETRT WAT ST AUt U Jar, STHT U, e, J T 960
T T IRBNT JAT TH ARG AT URIEAUT ¥ HTo GHE EhEds Al ag (srfafies)

W Gar FaAiaTes U=t areashe

3. Electronic Spreadsheet 5

>

\ 2%

YV VYV

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

4. Presentation System 2

YV VVYVY

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.

S AT FEABIRT Typing Skill Test &Y AT fordyre: -

1. JSWRT Typing Skill Test T TN 24o IeGE%ehT T32T Text fa57® T S8 STTEAN e TaW TAD:-
1€ 3188 ufd fae (Correct Words/Minute) T3 %
W WGT A 5 116G Ui foe arad o 3
W T T 93T el T 0.4 9T ¥ 4 3168 i fiee ama o.%o 3H
0.4 JT HT 9T J&T T 20 HeaT FHH Y5 ¥eq Hid e araa o.o\4 3
20 I AT WRT F&T T 23.% =T hH I[E 3168 Ui e ava 9.00 3H
2R T &l 9T F&T T 2% W=T W Y[ 716a Wiq e amaa 2.4 FHF
2% T AT T J&t T 2.4 WwaT &H Y& 68 utq fove ama 2.40 3fH
29,4 IT Hl W=T F& T 0 W1 ¥ JE 368 Uid e ama 2.04 3fH
R0 T |7 =T F&ff T RR.% =T Y I 3158 Ui fave amaa 2.00 3FH
RR.4 T AT FET T U HaT A [, 3168 Ui foe amad R.]Y% 3fFH
R T |1 W= FE&T € 3168 Hiq e aaa .%o Hh
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WY STk JaT ST
et weer
TR oIt Jar T ST IREBRT JAT Swold qurd JIee 9al, YT J9ed, Jeed, Jdl THg
YT ST IRHRT JaT a6 ATAE AGT USIEAUT ¥ HIA g GEIdeay AT a8 (STwfare)

TGHT GAT AT USSR UTeashd

2. English Typing Skill Test 3T @THT 00 ITeqEEehT T3T Text fE34E T I8 AR 31k UG TRAS: -
3[€ 3168 Ufd f9-e (Correct Words/Minute) T3 Ak
% W=T W E 3168 Wi fae ama o 3
% AT | 94T &1 T ] W1 ¥ Y[ 3168 ¥ T ama 0.0 e
R T | 9=aT FefT T 2R W=aT 1 I[G 165 Ui faee amaa 0.y 3FH
2R AT | 4T QT T 2% WeaT FH G I6& Hid e amva 9.00 3
g T | 9waT F& T g¢ =T W I 3158 Ui fae s 2.
2¢ T A 93T &I T R¢ WGl FF Y[E I164 Hid e araa 2.40 3
R¢ AT O =T &l T Ry 94T &7 Y& 3168 ufa fove ama 2.0% 3fh
R¥ T A 4T 9&T T R =T ¥ [ 168 Ui f-e amaa 3.00 &
Rl a1 V=T JET T 20 9T H Y& 368 Uid fHe ama R.R% Heh
30 T |l W=aT & Y5 16€ Wi f-e amad .%o JFFH

3. WWWTypinngﬂ?@ﬁTextﬂﬁmwmrﬁﬁText g7 RreTs wiieror niEs |
fegushr SIS AT JTTART Text WT Seaiiad T SHIT qiiemeiigsel STHAT Text AT Punctuation 2187
TERT YTSTHT IERT ITSGHT UM T & | Geav=ind =T Formula T80T T 35 3168 Ui fi9e (Correct
words/minute) T |

Formula:

(Total Words typed—Wrong words
5

& Mg i fime (Correct words /minute) =

3k 3k %k %k %k %k %k %k
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