
j}slNks phf{ kj{¢g s]Gb| 

k|zf;g ;]jf, rf}yf}+ tx, k|zf;g ;xfos kbsf] k|ltof]lutfTds k/LIffsf] kf7\oqmd 

     Page 1      

Pj+ k/LIff of]hgf 

 

efu !M — lnlvt k/LIff        k"0ff{Í M— @)) 

 

kq ljifo k"0ff{Í ptL0ff{Í k/LIffk|0ffnL k|Zg;+Vofx cÍ ;do 

k|yd ;fdfGo 1fg 100 40 j:t'ut ax' j}slNks k|Zg %) k|Zg x @ cÍ $% ldg]6 

låtLo ;]jf ;DjGwL 100 40 ljifout 
5f]6f] pQ/ 

nfdf] pQ/ 

* k|Zg x % cÍ 

^ k|Zg x !)cÍ 

@ 306f 

#) ldg]6 

 

efu @ M — sDKo'6/ ;Lk k/LIf0f  / cGtjf{tf{      k"0ff{Í M— $) 

 

   

 ljifo 

k"0ff{Í ptL0ff{Í k/LIff k|0ffnL ;do 

sDKo'6/ ;Lk k/LIf0f 10 – k|of]ufTds !% ldg]6 

cGtjf{tf{ 30 – df}lvs – 

 

b|i6Jo M 

!= of] k/LIff of]hgfnfO{ efu ! -lnlvt k/LIff_ / efu @ -cGtjf{tf{_ u/L b'O{ efudf ljefhgul/Psf] 5 . 

@= k|yd / låtLokqsf] lnlvt k/LIff 5'§f5'§} x'g]5 .      

#= lnlvt k/LIffsf] dfWod efiff g]kfnL jf c+u|]hL cyjf g]kfnL / c+u|]hL b'j} x'g]5 .  

$= j:t'ut ax' j}slNks (Multiple Choice)k|Zgx?sf] unt pQ/ lbPdf k|To]s unt pQ/ afkt @) 

k|ltzt cÍs§f ul/g]5 . t/ pQ/ glbPdf To; afktcÍlbOg] 5}g / cÍs§f klg ul/g] 5}g . 

%= ljifout k|Zg xsdf k|To]s v08 sf nflu 5'§f5'§} pQ/k'l:tsfx? x'g]5g\ . kl/IffyL{n] k|To]s 

v08sfk|Zgx?sf] pQ/ ;f]xLv08sfpQ/k'l:tsfdf n]Vg'kg]{5 .  

^= o; kf7\oqmd of]hgf cGtu{tsfkq÷ljifosf ljifoj:t''df h];'s} n]lvPsf] ePtf klg kf7\oqmddf k/]sf 

sfg"g, P]g, lgod tyf gLltx? k/LIffsf] ldlteGbf # dlxgfcufl8 -;+zf]wg ePsf jf ;+zf]wgeO{ 

x6fO{Psf jf yk u/L ;+zf]wg eO{_ sfod /x]sfnfO{ o; kf7\qmddf k/]sf] ;Demg''' kb{5 . 

&= efu ! sf] k/LIffaf6 5gf}6 ePsf pDd]bjf/x?nfO{ dfq efu @ sf] k/LIffdf ;lDdlnt u/fOg]5 . 

*= kf7\oqmd nfu" ldlt M— @)&&÷!!÷! 
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k|ydkq M– ;fdfGo 1fg 

1. g]kfnsf] ef}uf]lns, P]ltxfl;s, ;fdflhs, ;f+:s[lts, ;flxlTos, cfly{s / /fhg}lts 

cj:yf ;DjGwL hfgsf/L 

2. g]kfnsf] k|frLg Oltxf; -lnR5ljsfn / dNnsfn_ / cfw'lgs Oltxf; -g]kfnsf] PsLs/0f 

b]lv xfn;Dd_ sf] /fhgLlts 36gfqmd, ;fdflhs cfly{s cj:yf 

3. g]kfndf k|rlnt k|d'vwd{, hfthflt, efiffefifL / ;+:s[lt 

4. rfn' cfjlws of]hgfdf phf{ gLlt ;DaGwL hfgsf/L 

5. ;+o'Qm /fi6«;+3, ;fs{, lad:6]s, cfl;ofg / o'/f]lkog o'lgog ;DjGwL ;fdfGo hfgsf/L 

6. lbuf] ljsf;, jftfj/0f, k|b'if0f, hg;+Vof, Zfx/Ls/0f, aF;fO{;/fO{, hnjfo' kl/jt{g, h}ljs 

ljljwtf, phf{ ;+s6 tyfphf{ ;+/If0f 

7. pmhf{sf lsl;d, ;|f]t / pkof]lutf Pj+ g]kfndf gjLs/0fLo phf{ k|ljlwsf] ljsf;qmd 

tyf j}slNks phf{ kj{¢g s]Gbsf] sfd / st{Jo  

8. lj1fgsf dxTjk"0f{ pknlAwx?, /fli6«o / cGt/f{li6«o dxTjsf ;d;fdlos 36gf tyf 

gjLgtd ultljlwx? ;DjGwL hfgsf/L 

 

b|i6Jo Mo; kqdf lnlvt k/LIffdf oyf;Dej kf7\oqmdsf ;a} PsfO{x?af6 ;dfg k|Zgx? 

;f]lwg]5 . 
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låtLo kqM;]jf ;DjGwL 

v08 -s_ Ö ^) cÍ 

1. sfof{no Joj:yfkgsf] cjwf/0ff / dxTj 

2. btf{, rnfgL, kmfO{lnª, k+lhsf, l6Kk0fL / kqJojxf/ -kl/ro, p2]Zo, / lrÝLsfk|sf/_ 

3. clen]v Joj:yfkg / lhG;L Joj:yfkg 

4. ah]6sf] cy{, dxTj / lsl;d 

5. ;/sf/L n]vfk|0ffnL / n]vfk/LIf0f ;DaGwLhfgsf/L  

6. lhG;L >]:tfsf] ;fdfGo1fg -bflvnf l/kf]6{, vr{ x'g] / gx'g] vftf_ 

7. ;Ë7g, lgb]{zg, lgoGq0f, ;dGjo, pTk|]/0ff / g]t[Tj ;DjGwL ;fdfGo hfgsf/L 

8. ;fj{hlgs ;]jf k|jfxsf] cy{, dxTj tyf ;]jfk|jfx ug]{ tl/sf÷dfWodx? 

9. g]kfn ;/sf/sf] ;+3Lo, k|fb]lzs/ :yfgLo ;+/rgf ;DjGwL hfgsf/L  

10. tYof+s tyf ;"rgfsf] k|s[lt / ;|f]t, dxTj / pkof]lutf 

v08 -v_ Ö $) cÍ 

1. g]kfnsf] jt{dfg ;+ljwfg-efu !,@,#,$,% / cg';"rLx?_ 

2. rfn' cfjlws of]hgfsf] bL3{sflng ;f]r,k|d'v nIo, p2]Zo, /0fgLlt 

3. u|fdL0f pmhf{ gLlt, @)^# 

4. gjLs/0fLo pmhf{ cg'bfg gLlt, @)&# tyfcg'bfg kl/rfng sfo{ljlw, @)&# 

5. j}slNks pmhf{ ljsf; ;ldlt sd{rf/L ;]jfzt{ lgodfjnL, @)^^ 

6. j}slNks pmhf{ kj{4g s]Gb cfly{s cg'zf;g tyf ;'zf;g lgodfjnL, @)&% 

7. e|i6frf/ lgjf/0f P]g, @)%(  

8. pmhf{ ljsf;sf] ;Gbe{df ;/sf/L, lghL, ;fd'bflos ;+:yfx?sf] e"ldsf 

9. j}slNks pmhf{ kj{¢g s]Gb|sf] ljBdfg cj:yf 

 

 

b|i6Jo M o; kqdf lnlvt k/LIffdf oyf;Dej lgDgfg';f/ k|Zgx? ;f]lwg]5 . 

 

låtLokq -ljifout_ 

ljifo v08 cÍef/ 5f]6f] pQ/ nfdf] pQ/ 

;]jf ;DjGwL 

-s_ ^) $ k|Zgx % cÍ= @) $ k|Zgx !) cÍ=$) 

-v_ $) $ k|Zgx % cÍ= @) @ k|Zgx !) cÍ=@) 
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sDKo"6/ ;Lk k/LIf0f k|of]ufTds k/LIff of]hgf  

(Computer Skill Test Practical Examination Scheme) 

 

ljifo  k"0ff{Í k/LIff k|0ffnL ljifoj:t' lz{ifs 
cÍ 

;do 

sDKo"6/ ;Lk kl/If0f 

(Computer Skill 

Test) 

!) 
k|of]ufTds 

(Practical) 

Devanagari Typing @=% cÍ 
% ldg]6 

English Typing @=% cÍ 
% ldg]6 

Windows basic and 

Word processing 
% cÍ 

% ldg]6 

 

Contents 

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 

• 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 

 

 

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

1=  b]jgfu/L Typing Skill Test sf] nflu !%) zAbx?sf] Pp6f Text lbOg]5 / b]xfo cg';f/ c+s 

k|bfg ul/g]5M–  

 z'4 zAb k|lt ldg]6 -Correct Words/Minute_ kfpg] c+s 

 % eGbf sd z'4 zAb k|lt ldg]6 afkt ) c+s 

 % jf ;f] eGbf a9L / &=% eGbf sd z'4 zAb k|lt ldg]6 afkt )=%) c+s 

 &=% jf ;f] eGbf a9L / !) eGbf sd z'4 zAb k|lt ldg]6 afkt )=&% c+s 

 !) jf ;f] eGbf a9L / !@=% eGbf sd z'4 zAb k|lt ldg]6 afkt !=)) c+s 

 !@=% jf ;f] eGbf a9L / !% eGbf sd z'4 zAb k|lt ldg]6 afkt !=@% c+s 

 !% jf ;f] eGbf a9L / !&=% eGbf sd z'4 zAb k|lt ldg]6 afkt !=%) c+s 

 !&=% jf ;f] eGbf a9L / @) eGbf sd z'4 zAb k|lt ldg]6 afkt !=&% c+s 

 @) jf ;f] eGbf a9L / @@=% eGbf sd z'4 zAb k|lt ldg]6 afkt @=)) c+s 

 @@=% jf ;f]eGbf a9L / @% eGbf sd z'4 zAb k|lt ldg]6 afkt @=@% c+s 

 @% jf ;f] eGbf a9L z'4 zAb k|lt ldg]6 afkt @=%) c+s 

 

2. English Typing Skill Test sf] nflu @)) zAbx?sf] Pp6f Text lbOg]5 / b]xfo cg';f/ c+s 

k|bfg ul/g]5M–  

 z'4 zAb k|lt ldg]6 -Correct Words/Minute_ kfpg] c+s 

 ^ eGbf sd z'4 zAb k|lt ldg]6 afkt ) c+s 

 ^ jf ;f] eGbf a9L / ( eGbf sd z'4 zAb k|lt ldg]6 afkt )=%) c+s 

 ( jf ;f] eGbf a9L / !@ eGbf sd z'4 zAb k|lt ldg]6 afkt )=&% c+s 

 !@ jf ;f] eGbf a9L / !% eGbf sd z'4 zAb k|lt ldg]6 afkt !=)) c+s 

 !% jf ;f] eGbf a9L / !* eGbf sd z'4 zAb k|lt ldg]6 afkt !=@% c+s 

 !* jf ;f] eGbf a9L / @! eGbf sd z'4 zAb k|lt ldg]6 afkt !=%) c+s 

 @! jf ;f] eGbf a9L / @$ eGbf sd z'4 zAb k|lt ldg]6 afkt !=&% c+s 

 @$ jf ;f] eGbf a9L / @& eGbf sd z'4 zAb k|lt ldg]6 afkt @=)) c+s 

 @& jf ;f]eGbf a9L / #) eGbf sd z'4 zAb k|lt ldg]6 afkt @=@% c+s 

 #) jf ;f] eGbf a9L z'4 zAb k|lt ldg]6 afkt @=%) c+s 

3. 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] cfkm\gf] 

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

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

 Formula: 

 z'4 zAb k|lt ldg]6 (Correct words/minute) =  
(Total words typed − Wrong words)

5
 


