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fawa- e {19 qqerer (Computer Skill Test)

T quiE faraaeq e qT T
Devnagari Typing Y A3 | 4 faee
English Typing Y A3 | 4 faee
Word Processing S
12X o qﬁw e Electronic Spreadsheet EE]

(Computer Skill Test) - :
Presentation System K] 90 fire
Windows Basic and q ¥
Word Processing
ST q0 3 | R0 FHAE

Contents

1. Windows basic, Email and Internet
e Introduction to Graphical User Interface

e  Use & Update of Antivirus

e  Concept of virus, worm, spam etc.

o Starting and shutting down Windows

o Basic Windows elements - Desktop, Taskbar, My Computer, Recycle Bin, etc.
o Concept of files, folder, menu, toolbar

e  Searching files and folders

e Internet browsing & searching the content in the web

e  Creating Email ID, Using email and mail client tools

2 . Word processing

Creating, saving and opening documents

Typing in Devanagari and English

Copying, Moving, Deleting and Formatting Text

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

e Creating and Manipulating Tables

e Borders and Shading

e  Creating Newspaper Style Documents Using Column

e  Security Techniques of Document

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

3. Presentation System

e Introduction to presentation application

Creating, Opening & Saving Slides

Formatting Slides, Slide design, Inserting header & footer
Slide Show

Animation
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Inserting Built-in picture, Picture, Table, Chart, Graphs, and Organization Chart etc.

4. 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

ST AT TR Typing Skill Tester |ir fde

1. Taarrr Typing Skill Test #1 @RT 4o el T3er Text fagdg ¥ @@ IR #F Y&
UCES

@ M= giq fae (Correct Word's/Minute) EIEEIE]

Y W1 HH 9E R gfq e S 0 ¥k

Y AT I WeRT Sl T Y ARl BH g eR giq fAde smaa 0.40 &

Sy AT |l AwET Fel ¥ Q0 Wl FH UG U Yiq fAee arad 0.94 ¥F

Q0 a1 |T 9T d&l T QR4 Wl FH g U= 9iq fHae adq .00 #®

.Y AT AT T FEl T Y 9T FH qg 9 id fAee aad q.34 ¥

Y T & AT 9ET T 8.y Rl FH g e Yid fAee arad .40 ¥F

9.4 a1 HT A= FGl T 0 HAI FH g Mk Yid A armaq Q.94 P

R0 AT |1 AT d¢l T .Y, ARl HH 90g ek 9iq e araq .00 ¥F

RR.Y AT IR Gl T Y AT FH g ek ufq A s Y Hp

Y AT &l 9T el g oeR 9iq e araq Y0 HF
2. English Typing Skill Test @7 &fT 200 eTeEEwal TSl Text {6378 ¥ WA AR F I
e -

g = i fae (Correct Words/Minute) EISE I C)

% W1 % g 08 Yid fAee arad o AF

& AT |1 9T 967 ¥ & ARl FH UG 0= Jid e ara 0.40 #H

R AT AT AT Ff T 4R W FH g ek 9iq e araq 0.9y ¥

R a1 |1 AT gl ¥ % AT FH g 0= uiq fAde smaa q.00 &
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Yo a1 &1 9T el T 39 Wl HH g e Yiq fAde amad 9.40 ¥®
9 A1 |1 AT 96T T ¥ W=l FH g e Yid fAde aad .94 3
¥ A1 Fl AT ¢l T ¢ Heal A 9@ ek 9iq e amaq .00 IH®
9 97 HHT g6l ¥ 30 Weal FH g e Yl fHee aad Y AP
30 97 &1 9T F¢l 9F %8 gfd fHae araq .40 ¥HF

ST AT FEATTer Typing AT fagUar Text @8 TR AT 2129 T Text I fIeTs = s
| fesusbr RS a1 AR Text W1 Sedtgd TE FHINGH  GRIETSEed  ATwAr Text T
Punctuation aTgq T TEUHT TEH! MA@ TUMET TRA S | qeqe=nd e Formula 73T
T 9@ ore= gfq fHee (Correct words/minute) feptieres |

Formula

) = (Total words typed — Wrong words)

913 1= 9fq fave (Correct words/minute c




