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Ffraw =R - AT Teror, qrfes Ter T swaarar (Skill Test, Group Test & Interview)

fererar:- g gfatr € gerer (Information Technology Skill Test)
YARTICHe I<I&T At (Practical Examination Scheme)

ferr qUITE ferraq fives g THT
Devanagari Typing Y IF Y e
English Typing Y HE ¥ e
o gfaty @ g 90 Word_processing R AT
(IT Skill Test) Electronic Spreadsheet q ¥F 90 fe
Presentation System q %
Windows basic, Email and Internet q AT
TR 90 g 3o fime
Contents

Windows 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)

Word 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

Presentation System

Introduction to presentation application

Creating, Opening & Saving Slides

Formatting Slides, Slide design, Inserting header & footer

Slide Show

Animation

Inserting Built-in picture, Picture, Table, Chart, Graphs, and Organization Chart etc.
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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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TARICHE AT Frarer QG Tl THAT e
(Sample questions of Information Technology Skill Test)

1. T faguel TaANRI Text @18 ATIR AAN 2129 TR | [2.5 a3 ] (5 fae)
(FFATHT 150 9Teae® FUH saqqnr Text fagds 1)
2. e faguer S Text @M% ATGR AT aT39 A | [2.5 a13] (5 fae)

(FEIHET 200 9TeaEs WUHT ST Text fag=s 1)

F¥T . 3, ¥, X T & BT AW SO 10 fre)
3. Perform the following in Word Processing: [0.5x4 =2 1% ]
A) Copy and paste the English text typed in question no. 2 in a new document.
B) Insert a table with 3 columns and 5 rows below the text.
C) Insert a picture.
D) Apply Page Border and save it.

4, Prepare a presentation for the following information. [0.5x2 =1 3]
5. (PSC: Independent Constitutional Body,
6. Established: 15 June 1951,
7. Functions: selecting meritorious candidates for civil service)
8.
9. Prepare the worksheet as below and insert suitable formula to calculate average salary.
[0.5x2 =1 33]
S. No. | Name Post Salary
1 X JS 32,000.00
2 Y us 27,500.00
3 z SO 24,500.00
Average Salary:
10.  Perform the following: [1 =r3]
Set www.psc.gov.np as home page in your internet browser.
AT

e Word Processing, Presentation system, Electronic Spreadsheet / Windows basic, Email and
Internet =TT feature 8¢ THTAT FTHT 90 FHATHT AThT YIHEE IS, |
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SIS AT IFAERr Typing SKill Test &t & fdem:-

AR Typing Skill Test @1 @RT K0 Te@ee®l TZel Text g T W AR % I
-

Y@ W= 9fq M (Correct Words/Minute) qeA %
Y T FH F 9 9iq A amad o %
Y AT | AT dQl T O ARl HH g ek 9id (A oda 0.40 ek
9y AT |1 AT F¢l ¥ Q0 Wl FH g R idq A aad 0.9 F
90 AT &l 9T Fel ¥ 4.4 Hwal FH g & Yiq e add q.00 H®
R4 AT | AT FEl T Y AR FH g ek Uid fAeeE s .34 ¥
Q¥ a7 I AT TGl T 98.Y 9T HH g e iq (A arad q.40 P
9.4 AT T a1 Fel T R0 AWl FHH g =k 9fq (A adq 9.9 P
0 A1 G AT Fel T IRY AR FBH g e 9id fAee arad .00 ¥h
Y AT AT @l T Y TRl FH g e i e ard Y HE
Y AT |1 =T dGl 98 9eR i fAee arad .40 ¥F

English Typing Skill Test & @RT 200 ereZe@al U3l Text fagde T @™ ATAR dF Y&
TR -

Y@ W= yfa fee (Correct Words/Minute) qrSH b
& WvaT % g 2 9 e add o #®
& A 9l =T ol ¥ R VRl %A 08 e 9iq fAee arad 0.40 ¥®
R AT |l AT del T 4R Wl FH g ek i fHee arad 0.9y b
R AT A1 AT FET T QY FRT BH F 9 iq fHe amd 9.00 &
Y a1 G191 F&l T 45 9T FH G 9758 Yiq H=e arad q.]4 oF
Y5 a1 & 9w=T 9l ¥ 39 Wl BH F 9eE 91 e ard .40 3w
Y A Al AT FEl T ¥ AT HH g MR Ui HeAe srad 9.4 P
¥ 91 G W Gl ¥ 9 ARl HH g ek Uid fAde smaa .00 ¥F
9 3T AT F¢l ¥ 30 9T HH g MR i e smaq Y HE
30 97 91 T 961 9 e i fHRe arad .40 #F

SIS a7 AT Typing AT ST Text @8 ATgR AT 2129 Tl Text T 8T8 = g, |
feguer HUST a1 TEANRT Text W1 Jeafad T FRINTH qerendigse ArR+AT Text |1 Punctuation
TTET FIHT ATSTHT IR MEEHT T TRA G | qeqe=na 97 Formula YT 187 91 97ex it
f@(Correct words/minute) feTfas; |

Formula:

(Total words typed — Wrong words)
5

97 ¥Te% ¥id fAWe (Correct words/minute) =
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Afed A& (Group Test)

AHfed IRETT Afchcd Tereur (Personality Test) &0 T 3feT 27 | Mol darel & faedr agr
H Tl G AT SREHRI A HHT JUT AR A, AT, FEH ie Ay faer-fawed, g
T T o5k TE1 THIFTHRT qIT BT ARG FTATH GedTI AT JFHEAREsH! ST afg=
T T TEEATRT HA WH &l | | THRN AT T, famme-famet 127 ufefeatq g @, Forg fow, s

Pramefie adreq, fad avhren, Maiid d&g AR #¥ T /TRIGH, STl FIHET AT o@d  STHITH
ATIATY HRATATS AATIIRE Gl IEdT T T, AThaadr, RTsaar, qeherfehepl 9fH ATaeaehd T6s; |

IS TF T IFHEAREEHT Aliger &TWdT, F=R A9, GHE TARTadr, SHaeR, i, THEd,

PRarefiadT, MurreTih, THEIT THIETE &HT, T &9al, TR AT AT ATchca Al TUHT A=T TUEEH!

HIFeT AATT TAAT T HATFH TP AN SFHEAREEATS o THATAIF (0T /FaTer / THETH ATH{ew

TARA TR FATTHRNT T BATFIT AT GHTATT (b fageg |

qrEfE® Fawe (Group Discussion)

T GATSAAH! AT TRA GG&07 90 quig ¥ 30 fHe srafgerl gae S Adidied qrdied gahd
(Leaderless Group Discussion) &T #9HT saei®a e & | [aguar 997 a1 Topic & fauaar qrerarer=T
fafdse Twafay aed™= g T4 Yi® IWHEARH st d w&aia (Individual Presentation) T o+,
| T GRIETUHT HATAR! ATNT T8I ATHRD] 3 ST AT ALl AT T8, |

ATTTRT AT/ I - AT
HHIas £ qe
Te7/fas (§ &) - qe

qHfE® SARIHT g3 THAT 9 a1 Topic

JETEXUHT AN - I Febe, TRIAT HARYT, e AT, @I JIET, GTsr qarad S&dr Topics Hed &
T# Topic 917 fage |
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