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låtLo r/0f M—  ;Lk k/LIf0f (Skill Test )     k"0ff{Í M— !) 

 

1. Windows Basic 

 Introduction to Graphical User Interface 

 Starting and Shutting down Windows 

 Basic Windows Elements – Desktop, Taskbar, My Computer, Recycle Bin etc. 

 Concept of files and folders 

 Searching files and folders 

 

2. Word Processing/ MS Word 

 Creating, saving and opening documents 

 Typing in Devanagari and English 

 Text formatting (Font, Size, Color, Underline, Italic, Bold etc.) and paragraph formatting 

(alignment, indentation, spacing) 

 Inserting header, footer, page number 

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

 

k|of]ufTds k/LIff of]hgf (Practical Examination Scheme) 

 

  

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

sDKo"6/ ;Lk k/LIf0f 

Computer Skill Test 
!) 

Devanagari Typing @=% cÍ % ldg]6 

English Typing @=% cÍ % ldg]6 

Windows basic and MS-word % cÍ % ldg]6 

  hDdf !) !% ldg]6 
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k|of]ufTds sDKo'6/ ;Lk k/LIf0fsf gd'gf k|Zgx? (Sample Questions) 

!= b]jgfu/L Typing Skill Test sf] nflu !%) zAbx?sf] Pp6f Text lbOg]5 . lbOPsf] Text nfO{ cfwf/ 

dfgL 6fOk ug'{ kg]{5 .        @=% cÍ -% ldg]6_ 

@= English Typing Skill Test sf] nflu @)) zAbx?sf] Pp6f Text lbOg]5 . lbOPsf] Text nfO{ cfwf/ 

dfgL 6fOk ug'{ kg]{5 .        @=% cÍ -% ldg]6_ 

#= 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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c+u|]hL jf b]jgfu/L Typing Skill Test sf] nflu lgb]{zgM– 

!= b]jgfu/L Typing Skill Test sf] nflu !%) zJbx?sf] Pp6f Text lbOg]5 / b]xfo cg';f/ cÍ k|bfg 

ul/g]5 M– 

z'4 zAb k|lt ldg]6 (Correct Words/Minute) kfpg] cÍ 

% eGbf sd z'4 zJb k|lt ldg]6 jfkt ) cÍ 

% jf ;f] eGbf a9L / &=% eGbf sd z'4 zJb k|lt ldg]6 jfkt )=%) cÍ 

&=% jf ;f] eGbf a9L / !) eGbf sd z'4 zJb k|lt ldg]6 jfkt )=&% cÍ 

!) jf ;f] eGbf a9L / !@=% eGbf sd z'4 zJb k|lt ldg]6 jfkt !=)) cÍ 

!@=% jf ;f] eGbf a9L / !% eGbf sd z'4 zJb k|lt ldg]6 jfkt !=@% cÍ 

!% jf ;f] eGbf a9L / !&=% eGbf sd z'4 zJb k|lt ldg]6 jfkt !=%) cÍ 

!&=% jf ;f] eGbf a9L / @) eGbf sd z'4 zJb k|lt ldg]6 jfkt !=&% cÍ 

@) jf ;f] eGbf a9L / @@=% eGbf sd z'4 zJb k|lt ldg]6 jfkt @=)) cÍ 

@@=% jf ;f] eGbf a9L / @% eGbf sd z'4 zJb k|lt ldg]6 jfkt @=@% cÍ 

@% jf ;f] eGbf a9L z'4 zJb k|lt ldg]6 jfkt @=%) cÍ 

 

@= English Typing Skill Test sf] nflu @)) zJbx?sf] Pp6f Text lbOg]5 / b]xfo cg';f/ cÍ k|bfg 

ul/g]5 M– 

z'4 zAb k|lt ldg]6 (Correct Words/Minute) kfpg] cÍ 

^ eGbf sd z'4 zJb k|lt ldg]6 jfkt ) cÍ 

^ jf ;f] eGbf a9L / ( eGbf sd z'4 zJb k|lt ldg]6 jfkt )=%) cÍ 

( jf ;f] eGbf a9L / !@ eGbf sd z'4 zJb k|lt ldg]6 jfkt )=&% cÍ 

!@ jf ;f] eGbf a9L / !% eGbf sd z'4 zJb k|lt ldg]6 jfkt !=)) cÍ 

!% jf ;f] eGbf a9L / !* eGbf sd z'4 zJb k|lt ldg]6 jfkt !=@% cÍ 

!* jf ;f] eGbf a9L / @! eGbf sd z'4 zJb k|lt ldg]6 jfkt !=%) cÍ 

@! jf ;f] eGbf a9L / @$ eGbf sd z'4 zJb k|lt ldg]6 jfkt !=&% cÍ 

@$ jf ;f] eGbf a9L / @& eGbf sd z'4 zJb k|lt ldg]6 jfkt @=)) cÍ 

@& jf ;f] eGbf a9L / #) eGbf sd z'4 zJb k|lt ldg]6 jfkt @=@% cÍ 

#) jf ;f] eGbf a9L z'4 zJb k|lt ldg]6 jfkt @=%) cÍ 

 

#= 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] cfˆgf] Text 

df Punctuation 6fOk gu/]sf] kfOPdf To;sf] zJbdf u0fgf ul/g] 5}g . tTkZrft lgDg Formula 

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

Formula: 

z'4 zJb k|lt ldg]6 (Correct Words/Minute) = (Total words typed - Wrong words) 

 5 


