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RICRER]
oA rater faq qeveror
TR & Fsten (Practical Examination Scheme)
fowa qUliE® fasgaeq i qTH LDl
Devanagari (Nepali) Typin Y4 uSH © fe
; e farg g I (h pali) Typing 5
English Typin Y AIF & e
adreror (1T Skill R0 | yPins \
Windows basics, Word Processing &
Test) 90 JIH R
Electronic spreadsheet
0 ggF | Y Pe

Contents

1. Windows basic, Email and internet

2. Word

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 ID, 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

Mail merge

3. 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
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qT&aA%H
Using Basic Functions ( IF, SUM, MAX, MIN, AVERAGE etc. )

Sorting and Filtering Data
Inserting Header and Footer
Page Setting, Previewing and Printing.

IS a1 I[@AFRT Typing Skill Test #t AT 3™
9. FFERr Typing Skill Test # AT 30 WEER! TS Text [KEAg ¥ WHTTER #EF T8 RAS -

g W= giafaAe (Correct Words/Minute) S ASF
Y WwET H 9 9sE IqiH-e arad 0 AIH
Y AT AT Fel T 9 Y AT FH F 9758 Jidia-e araq 0.40 ¥IF
8.y AT ¥R 961 ¥ 90 ARal FH UG e’ YidrAe sad 0.9y AIH
90 a7 HIFRT ¢l T qR.Y Tl FH g Ted Yiafaqe add 9.00 AFF
9.4 AT |IEw=T Fel T ¥ 9=T FH F 9 Jiqid-e arad q.]4 AgH
¥ AT F9=T Fel T 194 9T FH F 958 YiqrA-e arad 4.40 gH
9.4 a7 FI9wRT g6l ¥ 0 Wl %H G 958 gidqiH=e araq 1.94 AP
R0 A1 FIWET Fel T RR.Y T FH g e JiqiHe smad .00 HIH
QY AT AT el T Y HRT FH 970G e’ WA ardd R.]Y UqTH
Y AT FI9T @l T g V.Y AT FHH g =k gidqiHe aId U0 HSH
R9.Y AT HIFwT Fel ¥ g 30 Al HH g e’ YidiHde sId .9 Agh
30 97 VT 6l ¥ 9 3R A1 FH g IR giqrae amad 3.00 gk
3.4 AT |I9wT ¢l T 9g 3¥ 9T HH g ek YdH+e arad 3% AgH
3Y AT FI9=T Fel ¥ 9 39U 9T FHH 9 98 gfdieHe e 3.40 ¥TgH
39y 9T |9 ¢l ¥ g ¥O Wl FH g e gidiHe smad 3.9 AgF
¥O0 g1 H9=T a6l ¥ g ¥R.Y A=l FH g =& JiafAqe amad ¥.00 gH
¥3.Y AT AT 961 T g ¥Y Wl BH F 9 JIqtH-e arad ¥ Y ATH
¥Y AT AR el T g ¥4 I FH g R JiaiAee arad ¥.40 HIh
¥\9.Y AT HIYT 961 T UG KO W FH g e giqiHde amad ¥. 94 AH
xomﬁwa'@rwamsﬁ%rﬁqﬁzma Y.00 ¥TF
R. English Typing Skill Test ®T ART 30 NT=EEH! TIT Text K ¥ WATER AEF T A, -
g 1= yfatame (Correct Words/Minute) qSA AP
% W1 FH g TR giafade ad 0 AIF
& 91 AT FQl T R WWET FH 90g 9 GidiHe smad 0.40 ¥uTF
R AT FIwaT ¢l ¥ 4R 9T %H g U Yiqid~e add 0.9 3gH
qR a1 FI¥wET 96l T QY 9T FH g 958 YiqtAde smad 9.00 AFFH
Y a1 HIERT F¢l T 95 Wl FH g e’ GiqtAee Srad 9.3% ATH
15 a1 |91 J¢l ¥ ] A1 FH F 9’ gidfAde amad 1.40 EH
39 A1 H9=T Fel T ¥ 9=l FH 9 9eF JIqtH-e arad 1.94 AEH
¥ A1 HI9RT d¢l T 8 Wl FH g 9k gfqfHe aad .00 HIH
9 3T |9 ¢l ¥ 30 9T FH g & Jqid-e aad R.]Y AH
30 a1 |9=T ol ¥ 33 T %H 9@ R gidiiee amad R.M0 ATF
33 91 H9ET 961 ¥ 3 T FH 908 9TeE iqiHHe sad .94 AZH
3% a7 |9 9l ¥ 3R T FH g e gidiade arad 3.00 ¥TF
3R AT AWRT F¢1 ¥ ¥R AT FH g ek giqrae amdd 334 HZH
¥3 AT FIFT F&l T ¥Y T FH g 9758 YiqrA-e araq 340 TP
¥Y AT AT qel T ¥ 9l FH g e Yiarade arad 3.94 P
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RIEREZ
¥o °1 H9wT el T Y9 HwET FH g R FidfA-e add ¥.00 AgH
Yq AT HIHRRT 961 T WY 9WRT %H g R giqiie amad ¥4 USH
YWY AT HIERET del 3 K\ AT %A g e’ gidiHe avd ¥ 40 #IH
Y\e AT HI9=T del T %0 W=l HH g o8 YidiA =ad ¥. 94 AgH
%0 97 &1 9=l del 9 958 gfdiH=e amaq .00 ATH

IS a1 IAARIT Typing AT fEgTar Text ATE AGR AW 28T IRl Text €1 e 4% ThRAg |
feguar SIS a1 3T Text 71 Stefaa THEHETTT wemdiees ATwRAr Text |1 Punctuation
TEY TR TLUAT FAATE TEAT VAT TRA S | F@w=a F Formula T80T T € T2
gfate (Correct words/minute) Fefems :

Formula:
Total words typed — Wrong words
91g 91eF YiatAde (Correct words/minute) = Y - g )

A iafy A qerm
YARTeH 9<ren dren (Practical Examination Scheme)

1. 9 fezua 3FAETE Text @ smaR amy T TR | 4 a5F (9 fme)
(@FET 350 eTeRE® WU gaanTar Text fages )

2. qo faguar s Text a8 AaR A 28T T, | 4 95F (& fme)
(@wET 350 9TeRe® qUH aaner [ext fagms 1)
(F9F |. 3, ¥, % T & BT AT TFAT 4R FA¥D)

3. Perform the following in Word Processing : [1.5x4= 6 3g%]
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 the worksheet as below and insert suitable formula to calculate average salary.

[ 1.5x2= 3 35|
S. No. Name Post Salary
1 X A 42,000.00
2 Y B 28,500.00
3 X C 26,500.00
Average Salary

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

A
® \Word Processing, Electronic Spreadsheet/ Windows basic, Email and Internet
I feature 8% THTAL WUHT 4R FAeAT AlbT qedes Ailaws |
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