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9.9. TR foaTe Ut 55
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1.3. WIS T HiEahieh FT=0T
q.%. TSI HTETT, | e qe e
1.4, TSI SRETUT/S=ITS, ATHTISTR GUaTT qoT |t St
1% Hiehideh foferedm T arHTiSien TR
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3% STETAdT TEQT TS

3.9, A, FHUS, TREATHT T GehIATAT

3.5, STAUhIA STTETT qT A=A AT
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IR TV Wl ST, qfeart Jawr

ot =ror: - wia adteror, Arafier wieror T staarat (Skill Test, Group Test & Interview)

ferwm:- =T gtarfer @ia udteror (Information Technology Skill Test)

TATTeHeR UL TITAT (Practical Examination Scheme)

o quTEh forererereq vftees ATH LR
Devanagari Typing .4 HAgH G e
—_— N ]\E)\?glcilsh Typin.g '\”:\ :‘::I;W 4 fime
T o Speadeh T
(IT Skill Test) ¢ Spreadsheet § A %0 firie
Presentation System ¢ Hgh
Windows basic, Email and Internet ¢ Hgh
T | g0 ATH 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)

Word processing
Creating, saving and opening documents
Typing in Devanagari and English

Presentation System

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

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

Slide Show
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I AR TEeh! GAT TUT S T8 AT TeHeh Tereh! AT q1aashn
Animation
Inserting Built-in picture, Picture, Table, Chart, Graphs, and Organization Chart etc.

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

s8d: Word processing, Presentation system, Electronic spreadsheet T windows basic, Email and

Internet 3T=dTidehl Feature 8% GHTIT WU £ o fH-eAT Gfeh Tores Aifere |

ST AT TIARH Typing Skill Test Y ATRT fAdvr: -

%. QPRI Typing Skill Test 3T &ATRT 4o ITeqedeh! UST Text figis T ag™ SIRUIR 3ok JqH TTHS:—

EXY 5 9168 U fie (Correct Words/Minute) e EH
8. | 4 T hH Y[ X168 Wd (WS ST o IH
.| wATHMRET @ T 0.y W AT FTeg Nt T ST 0.4 o IgH
3. | WU TATHIMRT I T § oWral HHI[G X163 Widl e STaa 0.9k ITgh
¥. | Qo ATHIMTSEI T § 2.4 Wral A, I68 el [HA ST 8.00 HTH
G| 2R.4 3T EIWRT SR T 44 WeaT AT, X168 W e sTaa %.3Y ITSH
& | QU ST AT AT T 80,4 3T FHHR[S, 168 HTd HE STt g0 gH
v, | 2.4 AT T ST T 0 AT FHHI[S, I168 NI THHE ST 3.4 ITSH
¢. | Ro ATHIMRT AT 3.4 H=T HAYS W3 Uld i amaaq R.00 IGH
Q.| .U ATHWRT TEI T Y, AT FHHI[S, 7168 W HE ST R4 FFH
%0. | 4 AT AIWT SRINTE, o4 NI Toe ST R0 ITFH

3. English Typing Test 3! AT Y00 Yoqg%h! T32T Text [GgH® T oM SFATAR 3o T D -

k.. g e gt fime (Correct Words/Minute) Ut Ageh
g, | & YT hH Y[E Y168 Wd WS T o IH
.| & ATHMT A T R W= HAYSG W63 Ui o A 0o AgH
3. | R ATHMRT S T &R WeaT HH[G Y18 Nl forie o 0.9 ITgh
¥, | QR ATHIMRT TG T LY, W= FHAE 368 Uit e amaa §.00 EH
.| gy ETEIWRET e T 8 ¢ weaT SRS TTee N fHe sTaa 2.3Y EH
& | Q¢ ATHM=T SR T R H=T HHILS T1og el [ STt %o IgH

Page 90 of 19



STGRT Ik TaT ST, et SewT
I AT Tesh! T T 3= T8 SfcrIdTcre: Tieimeh! ST IgdshA

oh.H. BIE-RICH gfa ffRE (Correct Words/Minute) T AEh
v, | R ATEHRT G T Y AT HAE I8 Tl FHAE o .94 3TTh
¢. | ¢ ATHWRT SR T 0 AT FHHI[S Fog el e s R.00 IgH
R. | ReaATHAYRT T 30 Wral HAYG o€ el fH Saq RN ITEH
8o, | 3o AT EIVT SR Foe el e T R4 ITgH

3. TS 9T SART Typing T fGSURT Text TS SATEMR WTHT 129 TR Text T Ik S | fegueh]
SFUST T TTATHT Text AT Ioaiigd T AT qiameffesel STHT Text AT Punctuation TRehT
TSUAT ! RT6HT TUHT TR B | FeaeTd 7+ Formula SERT T Y06 3168 Wid fie (Correct
words/minute) IREAINEER

Formula:
(Total words typed — wrong words)
5

318 ¥eg ¥fd e (Correct words /minute) =
E‘I’Hﬁiﬁqﬁw (Group Test)
| qliefur safthea TEIT (Personality Test) 3l Teh 3T &l | HSITHAT HaTeh! SF{IEdR oI S
qgfa gferd ana AR g AUt SR Hifd, TS, swrisma srfe arfyr fomam-fomst, sawa
T fomehTl 313 & THIERI qUT HAT-aa I THTH TTecdTsy Tra-aiT  SFEaNEseh! &wdT
Tfe= 7T 9 TIET0Teh! HT 7Y & | J8eh! AT Sershed, Torm-fomrst T afcfeerta sz wem, fofa fa,
SIS forameiier seTed, ot s[msd, Feiita died a6 TH/T0SH, STEdT HHehT AT e
ST AT GHEITATS FATHUTE STct Ufe=lT 7T |, JTehugal, RIedT, dersiihent af STreraehd
6D |
A TH FIEAUHT IHEATEEH! dlfgeh &FFdT, FR WY, FHg ARSI, SN, Afthed, AHEM,
Torametictar, fofermifr, e ST ST, e &T9dT, T ST qT SAThea ™l USRI 31
TUEER!  Hihed AT THEU T HOATGHA THbl AN IFHEIAREEAR i HHAHRIE
forerar e T e Berthel TR THTEeh T o= A7 Hre ke fag= |

E‘I’{%T:BW (Group Discussion)
T TRAISHRT AT TR T 0 quiten T 3o e stafien s 1 AarfafeT amfess sowd
(Leaderless Group Discussion) S TIHT A A © | feguaht g an Topic T forsermT
qreiTarET iy anaie agdt sawd T4 Yo SFEaR AR TEd (Individual
Presentation) 7T T | 79 FIET0HT HeATS ookl AATHT ST STTHIERT 3 SHT SwaT SGIoh! |l |

SATINTeRT AL T o= - eI
ST Ha & - e
ga1/fag (R ) - e

skekok
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