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4. AEANIF TG qAT TS T o0 90 I§
4.1 O fqeelIUrehT AIRT ATE@ede IO A Uiehes [9a9, widerd, 9w, seara, AT,
IR, g2, A, A, e, HEge, w7 T At
4.2 TATE TIT FAATH TR T A4, Heed T JTATa
45 TATE T A GFATH [d1d8%, TATE TG, fTeqwor q91 TEqfdqamz
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g & (Skill Test)
# AR 9Xre Aren (Practical Examination Scheme)

fas quiE fasas Rive qS Ty
Devanagari Typing RL AT Y fAee
English Typing RL AF Y faee
FFgaY AT e %0 Word processing R UE
(Computer Skill Test) Presentation System ] 90 fae
Electronic Spreadsheet q &3
Windows basic, Email and Internet SEEE
e 0 7§ Ro fAee

fauar- e dv e (Computer Skill Test)

Windows basic, Email and Internet

o Introduction to Graphical User Interface

o Concept of virus, worm, spam etc.

o Basic Windows elements - Desktop, Taskbar, My Computer, Recycle Bin, etc.

Concept of file, folder, menu, toolbar
Internet browsing & searching the content in the web
o Creating Email ID, Using email and mail client tools
o Basic Network troubleshooting (checking network & internet connectivity)
Word processing
o Creating, saving and opening documents
o Typing in Devanagari and English
o Copying, Moving, Deleting and Formatting Text
o 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
Presentation System
o Introduction to presentation application
o Creating, Opening & Saving Slides
o Formatting Slides, Slide design, Inserting header & footer
o Slide Show Animation
e Inserting Built-in picture, Picture, Table, Chart, Graphs, and Organization Chart
Electronic Spreadsheet
o Organization of Electronic Spreadsheet applications (Cells, Rows, Columns,
Worksheet, Workbook and Workspace)
o 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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TARTCHS HFIER AT AR THAT TIACE
(Sample questions of Computer SKkill Test)

o faguar TEARNT Text @15 AR AEN ST THM | [2.5 313 ] (5 tave)
(FHRIAT 150 97558 AUHT =T Text fagas 1)
o fagut TS Text @M% AR AT 229 T4 | [2.5 ¥3] (5 fame)

(FFITAET 200 TeqET AU T Text &57s 1)

(I 7. 3, ¥, ¥ T & BT ATNT ST 10 fAe)

Perform the following in Word Processing: [0.5x4 =235 ]
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.

Prepare a presentation about Nepal television (at least 2 slides). [0.5x2 =1 %]

Prepare worksheet as below and insert suitable formula to calculate the sum of the

square of the width. [0.5x2 =1 &3]
S.No. Device Width
1 Computer 40
2 Computer table 100
3 Laptop 30
Sum
Perform the following: [13T%]

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

T .

e Word Processing, Presentation system, Electronic Spreadsheet ¥ Windows basic,

Email and Internet J=¥dem feature 8¢ THIEY UH q0 fAeHr @l 9eAEs
\f% N |
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FUSI a1 TR Typing Skill Test @0 w07 fFE9:-

AT Typing Skill Test & @TNT QU0 TeEE%el T3l Text fagas T @ JAR #F
EEERITE

g 1= id fM\e (Correct Words/Minute) S Hd
Y VT FH g T8 Yiq e aaa o ¥#®
Y AT T 9T 9El T Y WeRT BH E TR i (Hee 0.40 ¥
Sy FT N AT 9ET T 0 AT FH UG U= Uid e arad 0.9%
Q0 A1 AT AT FET T IR 9T FHH UG TR Yidq fHee amad .00 ¥®
93.% AT AT AT FET T 9 9T FH 90g ek 9iq fHee aaa 9.R4
Y AT AT AT Fel T Q0% AT FH g 9eE 9iq fHee arad q.40 A®
.Y AT |T 9w=T g61 T R0 ARl HH G e Giq (Hee arad Q.94 3
R0 AT &1 9= 961 ¥ R4, A= FH F U=k giq fAee amd .00 ¥&
Q.Y AT HIHRT 9T T Y AT FH G 958 i A= arad R IR
Y AT AT 9T Gl 97g 9Tk gfq fAve amad .40 ¥

English Typing Skill Test & @NT 300 TeEEwd T3ar Text [ag7g ¥ @ ATAR dF
9e ;-

g T 9 fME (Correct Words/Minute) TS b
§ ] FH F = 9iq fAee ama o ¥®
% a1 Il A3l F&l ¥ R Weal %H g MR Yid fHee aaq 0.40 &
R AT |1 WwaT ¢l T IR 9T FH g ek 9id fAqe ama 0.9Y F
R AT & AwaT TGl T Y AT FH G R 9id e arad .00 H®
9 AT |1 9T Fqel T 95 Rl FHH g TR Yiq (e arad 9.34
Y5 a7 A AT FEl T ) ARl FHH G e Ui e aad q.40 #®
9 AT & ARRT el T ¥ Rl FH g 95 Yid (Hee sad .94 ¥fep
% T F AT Gl ¥ 8 HREl FH G 9 9iq fAee amad .00 HF
R0 AT H¥wET el ¥ 30 Wl FH g UK 9iq fAee ada Y HE
30 91§ AT d¢l 9F e’ i fAde arad Y0 HF

IS a1 AT Typing 7 [3U#T Text @Ts AR AT 2189 TH Text I ST =1F
e | fEgUH HUST a7 AT Text AT Jedt@d TM THIAH qRIeTdEwe ATRAT
Text @ Punctuation 2T5Y ATkl UTETHT IFehT STeZHT TUAT TR S | Fae=md e
Formula YaRT T 97g 98 9iq fa+a(Correct words/minute) FeTfas |

Formula:

(Total words typed — Wrong words)
5

913 9% 9iq f99e (Correct words/minute) =
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