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foroar Uity ferrerareq Rifwes NF T

Devanagari Typing Y g | 4 fAee

FEeX 4T qiearr

(Computer Skill Test) | 1 English Typing Ry ag |« A

Windows basic and Ms-Word Y a3 Y faee

foror:- @FereX A9 qieErer (Computer Skill Test)

Windows basic
- Introduction to Graphica User Interface
Starting and shutting down Windows
Basic Windows Elements - Desktop, Taskbar, My Computer, Recycle Bin, etc.
Concept of files and folders
Searching files and folders

Word processing/ MSWord
Creating, saving and opening documents
Typing in Devanagari and English
Text formatting (Font, Size, Color, Underline, Italic, Bold, etc) and paragraph
formatting (alignment, indentation, spacing)
Inserting header, footer, page number
Page setting (margin, page size, orientation), previewing and printing of documents

FPE W9 afkerorer FHAT ge9ee ( Sample Questions)

T fegUel AR Text @M% ATIR /AT 2129 T4 | [2.5 3 ] (5 frme)
(FRIHAT 150 9Te88 WUl qan Text f&573@ 1)

Tt feguel S Text @Ts ATUR AT 2139 A | [2.5 37F] (5 frme)
(FFITHT 200 9Te2e® AR FUST Text fagaas 1)

Perform the following: [1'5=5%%F ] (5 faie)

a) Create anew word file, copy typed text of Q.No. 2 and paste in this file and rename
thisfile as Nepal Television and save it.

b) Underlinefirst paragraph.

c) Insert atable of 4 rows and 3 columns.

d) Set apage margin 1" in al sides (top, bottom, left and right)

€) Insert page number at bottom right corner of the page
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Formula:

_ tal words typed — W words
NG M= gfd f¥e (Correct words/minute) = (ot - PEE e )
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