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fgdir ==or .~ AT TyEr (Skill Test) quitg - 0

1. Windows Basic
e Introduction to Graphical User Interface
e Starting and Shutting down Windows
e Basic Windows Elements — Desktop, Taskbar, My Computer, Recycle Bin etc.
o Concept of files and folders
e Searching files and folders

2. Word Processing/ MS Word
e Creating, saving and opening documents
e Typing in Devanagari and English
e Text formatting (Font, Size, Color, Underline, Italic, Bold etc.) and paragraph formatting
(alignment, indentation, spacing)
e Inserting header, footer, page number

® Page Setting (margin, page size, orientation), previewing and printing of documents

YARTCHS T Arer (Practical Examination Scheme)
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TARTMCHSE FPYET YT JALUHT THAT q¥e% (Sample Questions)

q. TEARTE Typing Skill Test T ART U0 e=ETHT TIET Text &5 | fAZTHN Text TS AGR
AT 2TET T TG | 2y o3 (4 frre)
3. English Typing Skill Test % AT 200 TeEETH! TIAT Text €58 | [TTTHT Text T ATIR
AT LT T TG | 2y o3 (4 frre)

3. Windows basic and Word Processing:

Perform as follows:

a) Open document containing text typed for question no. 2 and save it with other name ‘windows

basic and MS word.' 1 Mark
b) Apply 1.5 line spacing for all text 1 Mark
c¢) Insert your name on left side of page and roll number on right side of page as header 1 Mark
d) Set page margins as follows: 1 Mark
Top: 2" Bottom: 1" Left; 1.5" Right: 1.25"
e) Insert page number as footer with center alignment. 1 Mark
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SUST AT IFAET Typing Skill Test T AT HEI:-
§.  IEATRD Typing Skill Test &I ATNT 44O Te3ETHI T3l Text [4g+e T T8I ATAR AF Y&

QI@W??&TW(Correct Words/Minute) e 5
Y 93T FH g R Ui fAve ardd o U3
Y AT | 9T QT O.Y el FH g ek Uid A arad 0.0 3
Sy AT Il AT g6l ¥ 90 W=l FH g e’ Wid fAeeE arad 0.9Y o3
Q0 a1 |1 H=T Fel T R4 Rl %A F 9eF 9iq e arad 1.00 ¥
9.4 AT & 9T Fel T 94 9T FH g 958 Uid fAde ada q.]4 o3
Y AT T 9= oGl T QO T BH g e 9iq e A .40 o
9.4 a1 |7 =T Fel ¥ R0 Al FH g ek Uid A arad Q.94 w7
0 a7 |1 WeaT d@l T RR.Y, WRT BH g T8 Yiq fAee ardd R.00 3
QY AT FT 9T FEl T Y TR FH G R 9iq (A ada M AqF
Y AT T T 96l 9 958 i HAee arad 40 AF

3. English Typing Skill Test &I TN 00 Te3EwHl T3l Text [T2748 ¥ I8 ATAR AF YA
e, -

& T 9id MAT (Correct Words/Minute) RIERIE
% WVaT % g R 9iq fHee araq o u3
& 91 T 9T 96l ¥ % Heal BH E R Uid fAee A 040 g
R AT &I AT del T IR W=l %H g ek 9fd fAee amva 0.8 I3
R AT A1 AT FET T Y T_T FH F 9% Ui e arad q.00 I3
Y AT &1 9T FGT ¥ 45 9T BH F 9 Y e add 1.]4 o3
Y5 a7 |1 9=T 961 ¥ ) 9T FH g R 9iq tHee araq .40 o3
9 AT &1 9= SQl T ¥ ARl HH g R 9iq e A Q.94 w7
¥ AT |l AT 9l T 9 9l FH g e Yid fAde add .00 ¥F
9 97 9 AT g¢1 ¥ 30 HRI FH G ek Yid fAee arad Y AT
30 97 91 Wl 961 9F 958 i fHRe arad Mo uF

2 SIS AT AR Typing AT [GSUHT Text @5 ATIR AT 22T THT Text T S5 =IH

e | feguar HUST a1 TSI Text AT Sedi@d TTH FHINTH GIeTdEsed dTFT Text
HT Punctuation 2129 A¥TYh GTEUHT A& TeZHT TUAT TRA & | Tea9=d M+ Formula
TANT T A& A= gfa fee (Correct words/minute) REAEEN

Formula:
(Total words typed - Wrong words)

973 9Te= 9fq fHve (Correct Words/Minute) =
5



