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Hrq qrerr (Skill Test)
# JnTHs qre Arerr (Practical Examination Scheme)

faer qUITE farwrraeq Riwe g T
Devanagari Typing Rk Y fae
English Typing Y IF Y fqe
FEEX T TAT %0 Word processing 3 A3
(Computer Skill Test) Presentation System q 95 90 fire
Electronic Spreadsheet q 9%
Windows basic, Email and Internet | 9 I3
Shall 0 7§ | o fme

fao- wraeR g ofser (Computer Skill Test)

1. Windowsbasic, Email and Internet
- Introduction to Graphical User Interface
Concept of virus, worm, spam etc.
Basic Windows elements - Desktop, Taskbar, My Computer, Recycle Bin, etc.
Concept of file, folder, menu, toolbar
Internet browsing & searching the content in the web
Creating Email 1D, 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
3. Preﬁentatlon 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
4, Electronlc Spreadshest

Organization of Electronic Spreadsheet applications (Cells, Rows, Columns,

Worksheet, Workbook and Workspace)
Creating, Opening and Saving Work Book

Formatting Cells (Font, Border, Pattern, Alignment, Number, Protection, Margins)

Formatting Rows, Column and Sheets

Using Basic Functions (IF, SUM, MAX, MIN, AVERAGE etc)
Sorting and Filtering Data

Inserting Header and Footer, Page Setting, Previewing and Printing
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TARMCAE HFIEX T THEATHT THAT TIAEE
(Sample questions of Computer Skill Test)

1. T a2 TAANRN Text T TR AT 22T THR | [2.5 &5 ] (5 fqe)
(@HFIAT 150 9Te@e% U @A Text fagas 1)
2. qd fagusl AUS Text @5 ATIR AEN 22T T | [2.5 ¥3] (5 fqe)

(FFIAT 200 9Te2Es UHT I Text fagas 1)

(T 7. 3, ¥, X T & FT AINT STEAT 10 fFve)

3. Perform the following in Word Processing: [0.54=23F ]
a. Using the English text of Q.No. 2 create a file named NepalTelevision.
b. Insert header and footer in that word document.
c. Create a watermark in the document.
d. Apply page margin 1.5" at bottom and save it.
4, Prepare a presentation about Nepal television (at least 2 slides). [0.5" 2 =1 ]
5. Prepare worksheet as below and insert suitable formula to calculate the sum of the
square of the width. [0.5 2=1 23]
S.No. Device Width
1 Computer 40
2 Computer table 100
3 L aptop 30
Sum
6. Perform the following: [137%]

Set www.ntv.org.np as home page in your internet browser.

K& |
Word Processing, Presentation system, Electronic Spreadsheet ¥ Windows basic,
Email and Internet s=rider feature 8¢ FHEL WU 0 [AHEHT FlbT YIAee

Tqifas |
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English Typing Skill Test &I @RT 00 TeEewhl TIT Text 4gag ¥ @ ITaR AF
JeTe ;-

g =k yiq fAe (Correct Words/Minute) qS #E
% WvaT % g ek gfq (A smaq o %
% AT |1 A=3T 96l ¥ & AT &H g ek 9iq fHe araq 0.0 IF
R 9T |1 WwaT del T IR WAl %H g 9eF 9iq A arad 0.9y ¥h
93 a7 A1 A= g¢T T 94 9T BH 0F 95 i fHAee arad q.00 #H®
Y AT |7 9T F&l T 45 9T FH 90g 58 Ui A+ arad q.]4 AF
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1 AT AT AT 9l T ¥ TRl HH G e Yiq fHee arad 9.4 e
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30 a7 A1 T el g 9 Uiq fHe arad .40 ¥F
SIS a7 FEART Typing AT fesUel Text @5 ATgR AT 2189 Tl Text T ferE =%
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Formula YaRT <1 91g wTes 9fd fAve(Correct words/minute) e |

Formula:

(Total words typed — Wrong words)
=]

qa M= gfq fA¥e (Correct wuourds,/minute) =
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