HET, AR

HIATHTS IMSTIeTasT
IMI HTAANTHTRT BTATAT

fheg 9e® (TSOA AAEd I A0T) ISl FARMCHES TOTHT TETHH

TARTcA® TUETHT WA [HFITaR gig |
S.N. Topics No. of Questions Marks Tme (Minutes)
1 Devnagari Typing 1 5 5
2 English Typing 1 5 5
3 Word Processing 1 5 10
4 Electronic Spreadsheet 1 5
Total:- 4 20 20
TARTCH® qUAETT Typing Skill Test T IR He¥e%:
9. Devnagari Typing Skill Test & @i {30 TEEEHT UIT Text 757G T T/W AR 4% Y A~
Y 93T HH G Y8 id Aee ama - ou®
Y AT WMET A T 90 WET HH YF ¥R Ui (e arad - ¥
Q0 A QT &l T % 9T HHA {F eE U e arad - R EB
QY A1 T T T R0 WRET HH G ¥R Ui e ama - 3 ¥®
R0 AT WRET FET T Y WRET FHH Y[E ¥R U e ad S
Y AT WRET SET S[E WeR W e arad - W YE
. English Typing Skill Test &1 =T 3% ¥EEeeHT TSl Text T35 ¥ 8™ ATOR % &M TRAG:-
© w=al %A F 8 Yid fHe ama - o u®
C a1 AT 9E T & WET HH g ¥eE Wi e amd - ¥
Q& @1 WWRT T T Y WRT B qF W8 U e amd - R E®
Y A1 WMET ¢ T 3R WET FHH G weE U Fiee amd - 3 ud
3R AT GWET FE T YO WRET FHH NG ¥R Ui [z Arad - XY &
YO a1 AT FE! [ ¥e8 Wi A arad - ¥ uE
e:-Formula for calculation of correct word/minute:-
Correct words/minute=(Total words typed — wrong words)/5
English or Nepali Typing Skill Test T ST THEATAT fIgUHT Text S AU AFY 22T DT Text T s
I A | T AT el criteria AT 37 f4gws | faguar English or Nepali Text T Jeciid
T AR ThETefiEeer S Text T punctuation TST TRINAHT TISUAT SIGH! 58 0T TR S |
3. Word Processing (5 Marks)
» Copying, Moving, Deleting, Formatting (Font, size, alignment, line, paragraph spacing)
» creating lists with bullets and numbering
» creating and manipulating tables
» boarders and shading
» inserting header, footer, footnotes, endnotes, page number, page break, section break,
graphics, pictures, Charts, Word Arts, Symbols, organization Chart.
%¥. Electronic Spreadsheet (5 Marks)

using basic functions
sorting and filtering data

YVVVVY

page setting

inserting header and footer

Editing, copying , Moving, deleting cell contents
Formatting cells (Font, border, pattern, alignment, number, protection)




