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AT gty faa g
YRR e dreen (Practical Examination Scheme)
fawa ENIET] ELREESINILES & ko Y

Devanagari (Nepali) Typing Y _SH 9t
English Typin Y ASH % e

A At d Wo?d Proc)elzgsir?g ¥ o
qﬁ&w_rrég Skill R0 Electronic Spreadsheet R ASF Ay -

Presentation System R ASP

Windows basics, Email and Internet R ASH
| R0 AgE | W e

Contents

1. Windows basic, Email and internet

2. Word

3. Presentation System
Introduction to presentation application

4. Electronic Spreadsheet

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 file, folders, menu, toolbar.

Searching files and folders.
Internet browsing & searching he content in the web.
Creating Email 1D, Using email and mail client tools.
Basic Network troubleshooting (checking network & internet connectivity)

processing

Creating, saving and opening documents.

Typing in Devanarari and English

Copying, Moving, Deleting an d Formatting Text
Paragraph formatting (alignment, indentation, spacing etc.)

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

Maile merge

Creating, Open ing & Saving Slides

Formatting Slides, Slide design, Inserting header & footer

Slide Show
Animation

Inserting Build- in picture, Picture, Table, Chart, Graphs and Organiztion

Chart etc.

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

Worksheet, Workbook and Workspace)

Page 6




I FISA AT

afe TR, S q (A.I0), AT e GAT TTANNTATHE TR TS

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.

AN a1 AT Typing Skill Test @t «iT fea

Q. FEAETr Typing Skill Test &7 AT 340 WEEH TS Text RIAg ¥ WHATAR AgF

LKl -

3¢ W= YfatAme (Correct Words/Minute) SH ASH
Y 9T FH 9 958 YiqtA-e arad 0 ATF

Y AT AT Fel T 9 Y AT HH G 9e8 gidiHe arad 0.40 AP
9.y AT HIY=T oGl ¥ 90 WeaT %H g o8 Jiqid—e i 0.8 P
Q0 AT |IF=T del T 3.4 9T FH F 958 YqrA-e arad 9.00 AEH
QR4 AT FIF=T Fel T 94 AT FHH G 9758 gidiH=e araq 1.]4 SH
QY AT HIHwRT @l 7 9.4 YRl HH g 9Te) gldtade smdd 1.40 AgH
Q9.4 a1 |IH=T ¢l T R0 931 FH g & Iqrd=e qrd 9.9 3gH
0 AT |MH=T del ¥ R4 A= FH g M7 giqiie a9d .00 ATH
.Y AT T FEl T Y ARl FH g e’ GiAafa-e aad R4 ZH
Y AT HHF=T Fel ¥ g 9.4 AT FH F IR gidrAHe arad R0 HEH
9.Y AT AWRT Fel T 9E 30 ARl FH g R YiafAde ard R.9Y AP
30 91 9IVT 96l ¥ 9E 3R.Y ARl FH g ek giqiHae aad 3.00 ¥EH
3R.Y AT HIHET 961 ¥ F 3 9T FH 4G 958 YidtAde sad 3% ASH
Y AT FIVET FEl % 4G 394 I FH g 9 YiafAee amd 340 AP
30y 9T |IHwaT 9¢l T 9g ¥O Wwal H 9§ e’ giqtH-e amdd 3.8 qgH
¥O 91 H9wRT a6l ¥ 4G ¥R.U 9T FH F 958 gfdie amad ¥ 00 AIFH
¥R.Y AT WV el X 90g ¥4 9T FH g MR YiqtAAe avd ¥ R4 AqgH
¥y AT AHRT Fel T 9E ¥9.Y Wl FH g 8 YiafAAe avd ¥.40 AIH
¥\9.Y AT VR 961 ¥ 9 4O Wl %A g =k giqiH=e amd ¥.94 3gH
Yo a1 |9 F¢l WG 9eF gfdide smad 4.00 ATH

R. English Typing Skill Test ® @Rt W0 W=EEH T Text fagg T IJ|FATER

Cced EEE]

A -
g w= qfataae (Correct Words/Minute) TS AH
% 9T FH g e’ giqtade ardd 0 AIF
% 9T FI9wRT dal T & el HH g o1 iqtaqe smd 0.40 ¥geh
R AT |9 ¢l ¥ 4R 9T &H g 8 yiafAqe ama 0.9y P
QR AT HI9=T a6l ¥ Y 9T %H 9@ 9=k giqiee smad 1.00 AFH
QY AT FrIw=T Fel ¥ 95 9wl &Y g 9768 YIAra-e arad 9.34 ASF
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15 a1 AT 96l ¥ 39 9=T FH 9 9 Jiqra-e arad 1.40 AgH
9 a1 F9wRT F@l T ¥ 9T FH F 9 JIqiHe arad .94 g
¥ 97 9T d¢l T 8 AT FH g R giqiHe amad .00 ¥uTH
R o1 HYwT dql ¥ 30 9l %Y g ed YiarAde arad R.RY ZH
30 a7 IR 961 ¥ 33 9T HH 91§ e Yarade arq .40 AEH
33 a7 |I9wRT del ¥ 3% 9wl FH g 958 YiarAde smad R.9Y P
3% A1 IRl ¢l ¥ 3% WwaT FH g e’ iafa-e oad 3.00 ugh
3% 91 =T del T ¥R Wl FH g T’ Giafa-e add 3% ASH
¥ 97 HIFRT 9l ¥ ¥Y 9T FH 9F 958 YiqtA-e arad 340 qgF
¥y AT HH=T Fel ¥ ¥5 Al HH g o8 YidiAde sdd 3.9¢ AP
¥o o1 HT d6l ¥ Y9 AT hH 98 9 FidiH-e sad ¥.00 gh
Y9 AT FIHRET 961 T WY WRRT BH 9 e GIqiHte arad ¥ R4 AP
YWY AT |l del T Y\ WYl FH g 9] giqiHe amad ¥ 40 qgh
Y\ AT H=T Fel T %0 W=l HH g ] YidHe sad ¥.9% TP
%0 A1 & WYl del g e idqiHe smad 4.00 AFH

3. 9IS a1 AR Typing AT fagusr Text 1% &R AT 2137 TRAT Text F firerg
IJ%F g | g el ar @A Text AT Sfefad wamawitaw qamdieea

HTRAT Text AT Punctuation @Y TP IEUAT IHATE (EHT TUMT IR ST |
qogETa M= Formula 3881 19 g 1% gfatase (Correct words/minute) ferfams

Formula:

(Total words typed — Wrong words)

s Asx gfataee {Correct words /minute)} = z

A ity fqw adeo
JARTCHS e dren (Practical Examination Scheme)

1. q« feguar IEART Text @8 ATER AHr 289 TR | ¥ 39% (9 o)
(@eiET 350 sTere® AURT gaAner [ext fagas 1)

2. a« faguar HUST Text ATE MER WM aET TR | L 9F
(@eiET 350 sTere® AURr gaAner [ext fagas 1)
(F99 7. 3, ¥, ¥ T & BT 0T STET 9% faee)

(& fme)

3. Perform the following in Word Processing : [ 1x4= 4 #<% |

A) Copy and paste the English text typed in question no. 2 in a new document.

B) Insert a table with 3 columns and 5 rows below the text.
C) Insert a picture.
D) Apply Page Border and save it.

4. Prepare a presentation for the following information. [ 1.5x2= 3 3% |
(PCN : Independent Regulatory Body,
Established : 22 September 1970.
Functions: Media monitoring. )
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5. Prepare the worksheet as below and insert suitable formula to calculate average
salary. [1x2= 2 3]

S. No. Name Post Salary
1 X A 22,000.00
2 Y B 25,500.00
3 X C 24,500.00
Average Salary

6. Perform the following : [ 1 3<%]
Set www.presscouncilnepal.gov.np as home page in your internet Brower.

‘T

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

Email and Internet 3= ider feature && HHIEY HUHT 93 fAqeHr 4@l
JIE® FiaAs |
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