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FEIEY Jq IREAT TARTCHS TXEAT JrsTT

(Computer Skill Test Practical Examination Scheme)

fawr Qg | T o faorawy v T T
Devanagari Typing R ¥ fae
English Typing R Y fae
FEREET afRE Word Processing R T
(Com_ﬁ)_lé';(:)r Skill 1% | (Practical) | Presentation System 1%
Electronic L 0 fAe
Spreadsheet
Windows basic, QI
Email, Internet

Y
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3. Pr

Contents

indows 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 file, folder, menu, toolbar

Searching files and folders

Internet browsing & searching the content in the web

Creating Email ID, Using email and mail client tools

Basic Network troubleshooting (checking network & internet connectivity)

ord 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
Mail merge

esentation System

Introduction to presentation application

Creating, Opening & Saving Slides

Formatting Slides, Slide design, Inserting header & footer
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Slide Show
Animation
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
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Typing Skill Test &I @NT 940 Te=ETH TSl Text fagdg ¥ W AR HF Y&
e -
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g = 9iq fAe (Correct Words/Minute) e 3%
Y VT BH 9E 9TeE 9 e amad O &
Y AT | =T Fel T 0N el % g e 9iq e S 0.40 ¥
©.Y 9T A AT g¢T ¥ 90 9wl FH g e’ id fHAee arad 0.9 ek
Q0 a1 |1 9T Fel T QR4 W=l %H g =k 9iq e aIa .00 3f®
QR4 AT |1 9T F&l T % AT FH g Tk Uid fAee amaq q.34 ¥_F
¥ 1 T 9= 96l ¥ qO.Y AT FH g ek Uid fAee sad q.40 ¥®
Q.Y A & AT F@l T 0 Wl HH g e 9id fAee arad Q.94 ek
0 9T |1 9T d&l T .Y 9=l FH g e Yidq e arad .00 #®
QY AT FHRT FEl T Y TRT FH F R 9iq fHe amd Y e
Y AT AT AT 96T 9F 9 iq e arad .40 ¥F

English Typing Skill Test &I &R 00 eEewdl 3T Text fag+s T @@ ATAR % Yo
UG

g W= giq fame (Correct Words/Minute) TS AE
& =1 FH g TR Iiq e aua o ¥F
& A1 1 AR 961 ¥ % Wl H 9F 9eE 9iq e aad 0.40 ¥&
R AT |1 WeaT del T 4R Weal %H g «ed 9iq fAve amd 0.9y ¥F
QR AT &1 9e=T Fel T Q4 AT HH g M8 iq fHe amad 4.00 ¥
¥ AT &1 =T 96l ¥ 95 a1 H g 9 9iq e amd 9.]4 _F
1= a1 |1 AT F61 ¥ ) AT FH qg 0k 9iq (A araq .40 ¥®
% A1 &1 T 9l ¥ ¥ ARl FHH 0g ek gfq (A saa .94 A
¥ AT | 9T 961 T 9 Wl FH g e 9id fAee arad .00 ¥
9 9T Hr9wT 96l ¥ 30 9=l FH g R Yiq faee amaa Y HF
30 a1 |1 W= F¢0 g TR yiq e aaa .40 UF
ST AT TEARTT Typing A1 fgU#r Text @M% g Al 229 W Textd T W ==
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Punctuationargd =Tl UTSTAT cUdehl STeEAT TUAT TR & | deqe=nd ¥ Formula YR
T 91g 9eE giq fae(Correct words/minute) feTas |

Formula:

(Total words typed — Wrong words)
5

97 ¥Te% ¥id fAee(Correct words/minute) =
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