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k/LIff of]hgf  

k|yd r/0f M–  lnlvt k/LIff                                                                      k"0ff{Í M— @)) 

kq ljifo k"0ff{Í ptL0ff{Í k/LIff k|0ffnL k|Zg;+Vof × cÍ ;do 

k|yd 
;d;fdlos 

ljifo 
100 40 

j:t'ut (Objective)  
#)×!꞊#) 

 

#) ldg]6 

 

ljifout 

(Subjective) 

 

5f]6f] pQ/ !)× %꞊%) 

nfdf] pQ/ @× !)꞊@) 

 

@ 306f 

 

låtLo ;]jf ;DaGwL 100 40 ljifout 

(Subjective) 

 

!)×!)꞊!)) 
# 306f 

låtLo r/0f M–  sDKo'6/ ;Lk k/LIf0f  tyf cGtjf{tf{                                                   k"0ff{Í M— $)                                                                    

s_ sDKo'6/ ;Lk k/LIf0f  10 – k|of]ufTds – @) ldg]6 

v_ JolQmut cGtjf{tf{ 30 – df}lvs – – 
 

b|i6Jo M 

!= of] kf7\oqmd ?k/]vf÷k/LIff of]hgfdf k|yd r/0fdf lnlvt k/LIff / bf];|f] r/0fdf sDKo'6/ ;Lk k/LIf0f tyf 

cGtjf{tf{ u/L b'O{ r/0fdf ljefhg ul/Psf] 5 .  

@= k|zf;g ;d'x, n]vf ;d'x / sfg"g ;d'xsf] k|yd kqsf] k/LIff Pp6} k|Zgkqaf6 lnOg] 5 . t/ bf]];|f] kq -;]jf 

;DaGwL_ ;d'xut cfwf/df 5'§f5'§} x'g]5 . 

#= lnlvt k/LIffsf] dfWod g]kfnL jf c+u|]hL jf g]kfnL / c+u|]hL b'j} efiffdf x'g]5 .  

$= j:t'ut ax'j}slNks (Multiple Choice) k|Zgx?sf] unt pQ/ lbPdf k|To]s unt pQ/ afkt @) k|ltzt cÍ 

s§f ul/g]5 . t/ pQ/ glbPdf To; afkt cÍ lbOg] 5}g / cÍ s§f klg ul/g] 5}g . 

%= lnlvt k/LIffaf6 5gf}6 ePsf pDd]åf/x? dfq sDKo'6/ ;Lk k/LIf0f tyf cGtjf{tf{ k/LIffdf ;lDdlnt x'g 

kfpg] 5g\ . 

^= lnlvt k/LIff, sDKo'6/ ;Lk k/LIf0f / cGtjf{tf{sf] s'n cÍ of]usf cfwf/df of]Uotfqmd cg';f/ clGtd 

k/LIffkmn k|sflzt ul/g]5 . 

&= o; kf7\oqmddf ;dfa]; ePsf sfg"gx?df  k/LIff x'g'eGbf tLg -#_ dlxgfk"j{ ;+zf]wg ePsf] xsdf ;+zf]wg 

cg'?k g} x'g]5 . 

*=  kf7\oqmd nfu" ldlt M— @)&(÷)$÷@# 
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k|yd kq M– ;fdfGo 1fg  

v08 -s_M– cfly{s kIf Pj+ cGt/f{li6«o ;DjGw ;DjGwL hfgsf/L  $) cÍ  

1. g]kfnsf] cfly{s kIf  -%×!_±-@×%_±-!×!)_ ꞊ @% cÍ      

!=! of]hgfj4 ljsf;qmd / rfn' cfjlws of]hgf 

!=@ ;/sf/L If]q, lghL If]q, ;fj{hlgs ;+:yfg, u}/ ;/sf/L ;+:yf, ;xsf/L / ;fd'bflos ;+u7gsf] 

g]kfnsf] cfly{s ljsf;df e"ldsf 

!=# g]kfndf ;fj{hlgs ;+:yfg  

!=$ ljZj Jofkfl/s/0f, pbf/Ls/0f / lghLs/0f 

!=% ;fj{hlgs–lghL ;xeflutf 

!=^ g]kfnsf d'Vo gfsfx?, ICP, ICD / g]kfnn] k|of]u ug]{ ;fd'lGb|s jGb/ufxx?  

!=& g]kfnsf kf/jxg tyf jfl0fHo ;lGwx?  

2. cGt/f{li6«o ;DaGw, ;+3÷;+:yf / ;d;fdlos ljifo   -%×!_±-!×!)_ Ö!% cÍ   

@=! ;+o'Qm /fi6«;+3 / If]qLo ;+u7gx? -;fs{, lad:6]s, cfl;ofg, o'/f]lkog o'lgog_  

@=@  /fli6«o / cGt{/fli6«o dxTjsf ;d;fdlos 36gf tyf gjLgtd ultljlwx? 

@=#  dxTjk"0f{ JolQmTj tyf ljrf/sx?  

@=$  ljZj Jofkf/ ;+u7g Pj+ g]kfnsf jx'kIfLo ljsf; ;fem]bf/x? (ADB, WB)  

v08 -v_M– e"uf]n, hg;+Vof, Oltxf;, ;+:s[lt, lj1fg k|ljlw Pj+ ;+ljwfg   ^) cÍ  

3. e"uf]n, hg;+Vof / ;d;fdlos 36gfqmd  -!)×!_±-@×%_ ꞊ @) cÍ       

#=! g]kfnsf] ef}uf]lns cj:yfM :j?k lsl;d / ljz]iftfx? 

#=@ k|fs[lts >f]t tyf ;fwgx?   

#=# hg;+VofM ljt/0f / a[l4b/  

#=$ zx/Ls/0f / a;fOF;/fOsf] jt{dfg cj:yf / o;sf k|efjx?  

#=% /fli6«o tyf cGt/f{li6«o ;d;fdlos 36gf / gjLgtd ultljlwx? 

#=^ ljZjsf k|d'v P]ltxfl;s 36gfx? -DofUgfsf6f{, cf}Bf]lus qmflGt, k|mfG;sf] /fHoqmflGt, cd]l/sL 

:jtGqtf ;ª\u|fd, ?;L÷cS6f]j/ j|mflGt, k|yd ljZjo'4 tyf låtLo ljZjo'4_ 

#=& ljZjsf] e"uf]n ;DjGwL ;fdfGo hfgsf/L . 

4. g]kfnsf] ;+ljwfg, Oltxf;, ;+:s[lt / ;fdflhs Joj:yf  -%×!_±-$×%_꞊ @% cÍ    

$=! g]kfnsf] ;+j}wflgs ljsf;qmd / jt{dfg ;+ljwfg  

$=@ g]kfnsf] k|frLgsfnLg, dWosfnLg / cfw'lgs Oltxf; 

$=# nf]stflGqs d"No dfGotf, ;dfj]zLs/0f, ;dfg'kflts k|ltlglwTj, gful/ssf] st{Jo / clwsf/ 

$=$ g]kfndf k|rlnt k|d'v wd{, ;+:s[lt, k|yf, k/Dk/f, d"No / dfGotf 

$=% hfthflt, efiff / ;flxTo ;DjGwL hfgsf/L  

5. jftfj/0f, lj1fg / k|ljlw -%×!_±-@×%_ ꞊ !% cÍ       

%=! jftfj/0f, lbuf] ljsf;, hnjfo' kl/jt{g, xl/tu[x k|efj, cf]hf]g ljgf; / k|b'if0f 

%=@ h}ljs ljljwtf / g]kfndf h}ljs ljljwtf ;+/If0fsf k|of;x?P 

%=# k|d'v j}1flgs cGj]if0f Pj+ cfljisf/x? / ltgsf pknlAwx? 

%=$ lj1fg / k|ljlwsf] dfgj hLjg / ;dfhdf k/]sf] k|efj 

%=% ;'"rgf tyf ;~rf/ k|ljlw  

;dfKt 
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låtLo kq M ;]jf ;DjGwL  

 

v08 -s_M– sfg"gsf l;4fGt Pj+ sfg"gsf ljljw kIfx?  -$) cÍ_ 

 

1.  sfg"gsf l;4fGt  -!X !) = !) cÍ_ 

1.1  sfg"gsf] zf;g ;DaGwL l;4fGt 

1.2  zlQm k[ysLs/0f / zlQm ;Gt'ng 

1.3  k|fs[lts Gofosf] l;4fGt 

1.4  b08sf l;4fGt 

1.5  cbfntsf] clwsf/ If]q / o;sf] k|of]u 

2.  Gofo tyf sfg"gsf ljljw kIfx?  -#X !) = #) cÍ_ 

2.1  b]jfgL / kmf}hbf/L sfo{ljlw 

2.2  ljz]if / ;+lIfKt sfo{ljlw 

2.3  Dofb, xbDofb, k|fªGofo, xsb}of, If]qflwsf/ / glh/sf l;4fGt 

2.4  k|df0f sfg"gsf cfwf/e"t l;4fGt 

2.5  cbfntsf] clwsf/ If]q / o;sf] k|of]u 

2.6 ;fj{hlgs ;/f]sf/sf] ljjfb / l/6 ;DaGwL hfgsf/L 

2.7  Goflos k'g/fjnf]sg 

2.8  Goflos ;lqmotf / Goflos cfTd;+od 

2.9  ljjfb ;dfwfgsf] a}slNks pkfo  

2.10  l/6 lgj]bg, lnlvt hjfkm / k|lt/Iff 

2.11  sfg"gL /fo / sfg"gL /fosf] pkof]lutf 

2.12  jx;snf / ax; Joj:yfkg 

2.13  Dffgj clwsf/ / cGt/f{li6«o sfg"gsf] cjwf/0ff 

2.14  jftfj/0fLo Gofosf] cjwf/0ff 

2.15  ;fd'lGb|s sfg"g / e"kl/j]li7t d'n'ssf] clwsf/ 

@=!^   sfg"g th'{df ;DaGwL ;fdfGo hfgsf/L 

 

v08 -v_M– g]kfnsf] ;+j}wflgs ljsf;qmd, k|zf;lgs sfg"g Pj+ s]xL ;fGble{s sfg"gx?   -^) cÍ _ 

 
3.  g]kfnsf] ;+j}wflgs ljsf;qmd    -! X !) = !) cÍ_ 

#=!   ;+ljwfg / ;+ljwfgjfb  

#=@   g]kfnsf]  ;+j}wflgs ljsf;qmd 

#=#   g]kfnsf] ;+ljwfg / o;sf] sfof{Gjog kIf 

4.  k|zf;lgs sfg"g ;DaGwL   -!X !) = !) cÍ_ 

4.1  k|zf;lgs sfg"gsf] kl/ro 

4.2  k|zf;lgs lgsfosf] Goflos clwsf/ 

4.3  k|zf;lgs sfo{sf] Goflos lgoGq0f 

4.4  k|Tofof]lht Joj:yfkg  
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5.  P]g, sfg'g ;DaGwL -$ X !) = $) cÍ_ 
5.1  lgsf;L k}7f/L -lgoGq0f_ P]g, @)!# 

5=2  eG;f/ P]g, @)^$ tyf eG;f/ lgodfjnL, @)^$  
5=3   dfn;fdfgsf] ax'ljlws 9'jfgL P]g, @)^#  

5=4  sDkgL P]g, @)^# 

5=5  e|i6frf/ lgjf/0f P]g, @)%( 

5=6  /]Nj] P]g, @)&) 

5=7 g]kfn ;lGw P]g, @)$& 

5=8 ;fj{hlgs vl/b P]g, @)^# / ;fj{hlgs vl/b lgodfjnL, @)^$ 

5=9    ;"rgfsf] xs ;DaGwL P]g, @)^$ / ;"rgfsf] xs ;DaGwL lgodfjnL, @)^% 

5=10   >d P]g, @)&$ 

5=11   sfg"g JofVof ;DaGwL P]g, @)!) 

5=12  k|df0f P]g, @)#! 

%=!#   d'n'sL b]jfgL ;+lxtf, @)&$ 

%=!$   d'n'sL b]jfgL sfo{ljlw ;+lxtf, @)&$ 

%=!%   d'n'sL ck/fw ;+lxtf, @)&$ 

%=!^   d'n'sL kmf}hbf/L sfo{ljlw ;+lxtf, @)&$ 

5=17  s;'/ -;hfo lgwf{/0f tyf  sfof{Gjog_ P]g, @)&$ 

%=!*   g]kfn kf/jxg tyf uf]bfd Joj:yf sDkgL lnld6]8sf] k|jGwkq / lgodfjnL 

%=!(   g]kfn kf/jxg tyf uf]bfd Joj:yf sDkgL lnld6]8sf] sd{rf/L -;]jf, zt{ tyf ;'ljwf_ 

ljlgodfjnL, @)&@ 

5=20  g]kfn kf/jxg tyf uf]bfd Joj:yf sDkgL lnld6]8sf] cfly{s k|zf;g tyf vl/b Joj:yf 

;DaGwL ljlgodfjnL, @)^( 

 

 

 

;dfKt 
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ljifoM– sDKo"6/ ;Lk k/LIf0f (Computer Skill Test) 

 

ljifo k"0ff{Í ljifoj:t' zLif{s cÍ ;do 

 

 

 

sDKo"6/ l;k k/LIf0f 

-Computer Skill Test) 

 

 

 

!) 

Devnagari Typing @=% cÍ % ldg]6 

English Typing @=% cÍ % ldg]6 

Word Processing @ cÍ  

 

 

!) ldg]6 

Electronic Spreadsheet ! cÍ 

Presentation System ! cÍ 

Windows Basic and 

Word Processing 

! cÍ 

                     hDdf !) cÍ @) ldg]6 

 

 

 Contents 

1. 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 files, folder, menu, toolbar 

 Searching files and folders 

 Internet browsing & searching the content in the web 

 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  

  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.  Presentation System  

 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  

 

c+u|]hL jf b]jgfu/L Typing Skill Testsf] nflu lgb]{zg 

1=  b]jgfu/L Typing Skill Test sf] nflu !%) zAbx?sf] Pp6f Text lbOg]5 / b]xfo cg';f/ c+s k|bfg 

ul/g]5M–  

 z'4 zAb k|lt ldg]6 -Correct Word's/Minute_ kfpg] c+s 

 % eGbf sd z'4 zAb k|lt ldg]6 afkt ) c+s 

 % jf ;f] eGbf a9L / &=% eGbf sd z'4 zAb k|lt ldg]6 afkt )=%) c+s 

 &=% jf ;f] eGbf a9L / !) eGbf sd z'4 zAb k|lt ldg]6 afkt )=&% c+s 

 !) jf ;f] eGbf a9L / !@=% eGbf sd z'4 zAb k|lt ldg]6 afkt !=)) c+s 

 !@=% jf ;f] eGbf a9L / !% eGbf sd z'4 zAb k|lt ldg]6 afkt !=@% c+s 

 !% jf ;f] eGbf a9L / !&=% eGbf sd z'4 zAb k|lt ldg]6 afkt !=%) c+s 

 !&=% jf ;f] eGbf a9L / @) eGbf sd z'4 zAb k|lt ldg]6 afkt !=&% c+s 

 @) jf ;f] eGbf a9L / @@=% eGbf sd z'4 zAb k|lt ldg]6 afkt @=)) c+s 

 @@=% jf ;f]eGbf a9L / @% eGbf sd z'4 zAb k|lt ldg]6 afkt @=@% c+s 

 @% jf ;f] eGbf a9L z'4 zAb k|lt ldg]6 afkt @=%) c+s 

2. English Typing Skill Test sf] nflu @)) zAbx?sf] Pp6f Text lbOg]5 / b]xfo cg';f/ c+s k|bfg 

ul/g]5M–  

 z'4 zAb k|lt ldg]6 -Correct Words/Minute_ kfpg] c+s 

 ^ eGbf sd z'4 zAb k|lt ldg]6 afkt ) c+s 

 ^ jf ;f] eGbf a9L / ( eGbf sd z'4 zAb k|lt ldg]6 afkt )=%) c+s 

 ( jf ;f] eGbf a9L / !@ eGbf sd z'4 zAb k|lt ldg]6 afkt )=&% c+s 

 !@ jf ;f] eGbf a9L / !% eGbf sd z'4 zAb k|lt ldg]6 afkt !=)) c+s 
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 !% jf ;f] eGbf a9L / !* eGbf sd z'4 zAb k|lt ldg]6 afkt !=@% c+s 

 !* jf ;f] eGbf a9L / @! eGbf sd z'4 zAb k|lt ldg]6 afkt !=%) c+s 

 @! jf ;f] eGbf a9L / @$ eGbf sd z'4 zAb k|lt ldg]6 afkt !=&% c+s 

 @$ jf ;f] eGbf a9L / @& eGbf sd z'4 zAb k|lt ldg]6 afkt @=)) c+s 

 @& jf ;f]eGbf a9L / #) eGbf sd z'4 zAb k|lt ldg]6 afkt @=@% c+s 

 #) jf ;f] eGbf a9L z'4 zAb k|lt ldg]6 afkt @=%) c+s 

3. c+u|]hL jf b]jgfu/L Typing df lbOPsf] Text nfO{ cfwf/ dfgL 6fOk u/]sf] Text ;Fu le8fO{ r]s ul/g]5 

. lbOPsf] c+u|]hL jf b]jgfu/L Text df pNn]lvt :yfg adf]lhd k/LIffyL{x?n] cfkm\gf] Text df 

Punctuation 6fOk gu/]sf] kfOPdf To;sf] zAbdf u0fgf ul/g] 5}g . tTkZrft lgDg Formula  k|of]u 

u/L z'4 zAb k|lt ldg]6 (Correct words/minute) lgsflng]5 .  

 Formula 

 z'4 zAb k|lt ldg]6                         = 
                                 

 
 

 

 

;dfKt 

 


